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Business administration is a discipline that focuses on planning, organizing, directing, and controlling resources to achieve organizational objectives. Administrative roles are the activities that administrators perform to achieve these goals. The four fundamental administrative functions are: planning, organizing, directing and controlling. Planning
Planning is the first and most crucial management function. It involves setting goals and objectives for the company and devising strategies to achieve them. Planning also includes anticipating potential future challenges and opportunities and determining the resources needed to achieve the organization's objectives. Good planning requires a clear
understanding of the company's mission and vision, as well as a careful analysis of the business environment. This may include a SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis to identify the organization's strengths, weaknesses, opportunities and threats. Organization The organization is the administrative function that involves the
structuring of resources and activities to achieve the objectives of the company. This may include assigning tasks, defining responsibilities, allocating resources and creating operating procedures. An effective organization facilitates coordination and cooperation among team members, allowing the company to function efficiently and effectively.
Organizing also involves creating an organizational structure that defines how people and resources are organized and coordinated to achieve the company's objectives. Direction Direction involves leading, motivating, and effectively communicating with employees so that they understand and are committed to the company's goals. This may involve
setting clear expectations, providing feedback and recognizing good performance. Effective management helps create a positive and productive work environment where employees feel valued and motivated to do their best. This is crucial to the success of any organization, as motivated and engaged employees are more likely to be productive and
contribute to the company's success. Control Control is the administrative function that involves monitoring and evaluating the company's performance to ensure that objectives are being achieved. This may involve comparing actual performance against established standards, identifying any deviations and taking corrective action if necessary.
Effective control allows the company to identify problems in a timely manner and take action to correct them. This helps ensure that the business is on track to achieve its objectives and that resources are being used efficiently and effectively. In conclusion, administrative functions are fundamental to the success of any company. They provide a
framework for making decisions and actions that lead to the achievement of organizational objectives. By understanding and effectively applying these roles, you will be well equipped to become a successful administrative assistant. Now answer the exercise about the content: What are the four fundamental managerial functions in business
administration? 1Planning, Organization, Production and Control 2Planning, Organizing, Directing and Controlling 3Planning, Recruiting, Directing and Controlling You are right! Congratulations, now go to the next page You missed! Try again. 4 In today's complex and competitive business environment, management is a key factor to ensure the
success and development of a business. In this article, let's learn about 4 management functions for businesses with 1C Vietnam! 1. What is the function of administration? Management is the process of operating and organizing activities in an enterprise to achieve business goals. The function of management is a collection of separate activities of
management to effectively run the organization to achieve goals and desired results. Accordingly, management is divided into four main functions: planning, organizing, commanding and controlling. The four functions of management include planning, organizing, commanding and controlling 2. 4 administrative functions in an enterprise As mentioned
above, management includes four main functions: planning, organizing, commanding and controlling. The detailed content of each function is presented specifically as follows: 2.1 Planning function The first of the four management functions is planning. This function refers to the need for administrators to determine organizational goals, develop
strategies and management methods to run business operations. The planning function allows managers to come up with additional strategies and plans to achieve the overall goals of the organization. The planning function refers to determining goals, strategies and management methods The planning function refers to determining goals, strategies
and management methods The planning function has the following main roles: Evaluate the current organizational situation and available resources including human resources, budget and material resources. Determine the long-term goals of the organization such as increasing profits, increasing revenue or expanding the number of employees,...
Develop strategies and necessary activities to achieve goals in each specific period. The planning function determines goals, strategies and corporate governance activities The planning function determines goals, strategies and corporate governance activities 2.2 Organizational functions The organizing function is related to the need for managers to
determine the work to be done, assign responsible people and build a reasonable organizational structure. Among the four management functions , the organizational function plays an important role in ensuring the effectiveness of business operations. Important elements of organizational functions include: Build internal environment: Create an
internal working environment within the company to achieve goals. Building a management model: Establishing an organizational structure and decentralizing authority to departments and individuals in accordance with work tasks. Communicate information, instructions, and orders necessary to perform work and receive feedback. Organizational
functions determine the work to be done and who is responsible 2.3 Control function The control function includes guiding, leading, and directing employee activities. This function helps employees perform work quickly and effectively, avoiding delays or backlogs. In addition, the control function also has the role of stimulating, motivating, and
coordinating personnel to achieve planned goals and solve problems. For example, when a business aims to launch a new product (planning) and has arranged work for departments (marketing, sales, customer care...), the control function will ensure Take on the role of command and coordination of personnel to achieve efficiency. The goal is to bring
products to customers quickly and achieve good sales. The control function has the role of guiding and coordinating personnel 2.4 Control function The control function refers to the need for administrators to monitor business activities to collect information about actual results and compare them with set goals, thereby making adjustments if there
are deviations. . This ensures that the work is carried out according to plan and with high efficiency. Control functions can apply different forms depending on job requirements: Anticipatory control: This form refers to making predictions about incidents that may occur in the future and planning in advance to handle them (if any). For example, when
launching a new product, businesses predict customer reactions and determine how to handle them accordingly. Simultaneous control: This form is performed during work to help people recognize obstacles and difficulties, thereby making immediate adjustments to avoid errors and effects on the system. Feedback control: This form evaluates the
results achieved compared to the initially set goals. From these assessments, businesses can draw lessons and experiences for future activities that can be done better. Control functions help ensure smoothness and fewer errors in operations. This applies not only to senior managers, but sometimes even lower-level employees need to check and
reevaluate their work to avoid errors. The control function ensures that work is carried out according to plan Thus, management plays an extremely important role in the survival and development of businesses. Hopefully, sharing about the above 4 management functions will help businesses understand and apply effectively in daily activities. Don't
forget to follow other articles on 1C Vietnam's website to update useful information and knowledge about business management and operations! Being or becoming a manager can feel like a daunting task in today’s business world. But if you look closely, everything a manager does falls under four key functions:While we can’t solve all the growing
pains you face, we have some great news: No matter your industry or your level of management, you'll perform this same set of functions. They may look different as a first-tier manager than they do as a CEO, and the problems within those functions vary endlessly.But master each of these, and you’ll be well on your way to conquering nearly any
business challenge.A breakdown of the four functions of managementLet’s look more closely at each of the four functions — and the ways that effective managers leverage this framework to better meet their organization’s goals.1) Planning"Without a plan, even the most brilliant business can get lost. You need to have goals, create milestones, and
have the right strategy in place to set yourself up for success."~ Yogi BerraManagers are responsible for the long-range vision and goals within a company. The planning function includes this vision and goal-setting along with the work of creating a plan to reach those goals. They identify business challenges, work on future-facing initiatives (such as
growth plans, company goals, and business forecasting) and make decisions that move the business toward goals.Another element of the planning phase of management is resource allocation or workload management. Typically, the manager decides which employees in the department are assigned to which projects, seeking to balance workload and
maintain efficiency through this work. Managers often enlist the help of project managers (a vital role for businesses across many industries) to determine workload and capacity. Or, in some cases where there is no formal project manager, managers may use project management tools themselves to fill this role.Planning is essential within any
organization, and it’s an important part of the management role for a few reasons. First, the rank-and-file employees are usually too busy completing tasks to step back and think strategically about the big picture. Second, people management tend to get there precisely because they have above-average decision-making, leadership, and planning
skills.Managers are typically responsible for several types of planning within an organization:Strategic planningThe highest and most crucial level of planning looks at the long-range, big-picture view of the company. It identifies future threats and opportunities and sets long-term direction and organizational goals. Strategic planning isn’t concerned
with day-to-day decisions and is looking instead at three-year plans, five-year plans, market trajectories, and similar big-picture elements.In most organizations, top management does the bulk of the strategic planning. CEOs and other top-ranking leaders may rely on input from mid-level managers and will certainly inform them of the strategic plans,
but most decisions here are made by the people in charge.Tactical planningTactical planning looks at how to accomplish more midrange or short-term objectives — usually those that last a year or less. Tactical planning is more targeted than strategic planning and is informed by the strategic plan, setting a general course of action that will be fleshed
out further in operational planning.Middle managers usually complete tactical planning, taking the strategic plan and breaking down the high-level goals within it into smaller, more measurable and near-term achievable goals.Tactical planning is more granular than strategic planning, but it still doesn’t delve into the details of day-to-day
operations.Operational planningOperational planning, on the other hand, is all about those day-to-day operations — seeking to use the principles and strategies laid out in tactical plans to accomplish the big-picture goals in the strategic plan. Department managers, first-level leaders, and project managers often contribute to operational
planning.Weekly project team meetings are one example of operational planning in action. Project schedules, timelines, RACI charts, swimlanes, and Gantt charts are all tools used within operational planning.2) OrganizingNext up is the organizing function, which refers to the way managers distribute resources, delegate tasks, structure departments,
set staffing levels, etc. This function encompasses everything from assigning right-fit tasks to the appropriate team members to deciding how those team members relate to each other in an organizational structure.If your company is growing rapidly, you’ll need more sales agents next year than you do this year (and more of just about every other
role, too). At some point, even the structures and departments you have now will no longer make sense: you’ll need more managers to oversee those new hires, and you might need new divisions that wouldn’t have been feasible when you were smaller.All of this takes careful organization from someone in a leadership role — which is why organizing is
the second function of management.Example of organizing functionsManagers have ongoing responsibilities to rebalance workload and even headcount as they respond to changes in the business landscape. Just 20 years ago, most marketing departments were doing little (if any) digital marketing, let alone content marketing or SEO. Today those
areas comprise the majority of business for many marketing departments and agencies. And that same story plays out across numerous departments, roles, and business units.Managers must keep jobs, job hierarchies, and resource allocation organized and appropriate for the business landscape of today — with an eye toward future needs and further
changes.Are you a manager or business leader at a creative agency? Find out why Teamwork.com is the project management software solution of choice for agencies.The ultimate project management guideLearn everything you need to know about the world of project management. Definitions, education, career paths, methodologies and more!Check
out the free guide 3) LeadingEvery organization, from creative agencies to enterprise operations, needs a force to drive it forward: rallying the troops and pushing them toward a common goal. Move down through the layers of a business and you’ll find a similar need for teams, projects, departments, and any other organizational or work structure
that’s in place.This is the leading or leadership function of management — a crucial part of every manager’s job.The leading function of management focuses on people (whether individual, teams, or groups) more than work tasks. That’s not to say that tasks don’t matter, but rather, how those people are or aren’t handling their tasks and
responsibilities will influence the type of leadership response that managers ought to give.Managers and business leaders provide both direction and inspiration to those who follow them. This can take all sorts of forms:RallyingMotivatingInspiringInstructingEncouraging or praisingRedirectingPushingDemanding or commandingAdditionally,
leadership includes both people management and making the tough right calls that others might miss.There are many approaches to leadership in management, each with its own pros and cons. And it’s important to understand that there is no one right style — successful managers skillfully move between approaches, as each has its uses.We’'ll use
the situational leadership model popularized by author and business coach Marshall Goldsmith, which highlights four other leadership styles: directing, coaching, supporting, and delegating.DirectingA top-down, more authority-driven style of leadership, the director makes decisions and provides strong leadership without much, if any, input from the
person or team being led. This style is useful when leading new or inexperienced teams, training new employees without a background in your industry, and potentially when forging ahead into a new market or technology (but only when the leader has experience worth trusting).This method doesn’t work as well when the manager isn’t a powerful,
experienced figure or when the people being managed have valuable input to offer.Coaching"Each person holds so much power within themselves that needs to be let out. Sometimes they just need a little nudge, a little direction, a little support, a little coaching, and the greatest things can happen"~ Pete CarrollA coach comes alongside skilled
contributors, guiding them as they use their skills. The coaching style of leadership is much the same, working alongside team members yet retaining authority to make the final call. Coaches also develop potential or raw talent into something better and more useful, and it works exactly the same way in business.Coaching is highly effective for
employees who have input to give or raw talent that needs refining. It’s also effective with skilled employees who need help staying on target. Just like in sports, a coach can’t be better than the sum of the players on the team. So coaching may not be the best approach for inexperienced employees or those with significant performance
issues.SupportingSupporting steps back even further than coaching. This method assumes team members know what to do and how to do it, so the manager takes a more hands-off approach. Supportive managers often step into the relational aspects of a team, helping team members work better together.This style of leadership also comes into play
when individuals grow unsteady in terms of output or performance, offering support to a person who may need a hand getting through a rough patch.Supportive management works best with highly skilled teams that still have some issues with interpersonal relationships, consistent performance, or other metrics.DelegatingThe delegating style of
leadership assigns tasks to employees (delegation) and provides little more than basic oversight once assigned, freeing the leader to spend more time on high-level work — like long-term vision and goal-setting for the project.This method is very attractive to managers because in some ways it’s the easiest and least time-consuming. However, it only
works consistently well with high-performing teams and team members who don’t need directing, coaching, or support.4) ControllingControlling includes all of management’s efforts to make sure the goal (established way back in the planning phase) is accomplished. It includes ongoing analysis of the plan and iterative updates to that plan as
needed.The manager’s project monitoring component (the analysis of how well the project team is adhering to the plan) may overlap slightly with project management. Not every business or project gets a dedicated project manager, either. If you'’re a manager and find yourself doing more project management than you’d like, a good project
management software tool can help.Teamwork.com is a robust project management suite that managers and project leads alike can use to improve their project workflows. Take a look at Teamwork.com’s powerful Resource Management capabilities.Examples of controlling functionsSchedule and deadline management, employee training,
performance evaluations, adjustments to budgets or staffing assignments, and resource allocation are all included within the controlling function.Lead better — stay organized with Teamwork.comThe four functions of management can be a powerful framework that helps effective leaders categorize and prioritize their tasks and responsibilities,
identifying where their particular leadership skills best fit within an organization.But even the most successful manager can struggle to stay on top of long-range plans, detailed planning processes, and the specifics of multiple concurrent projects. All of this combined is just too much information.Teamwork.com is a powerful project management
platform that helps busy managers stay organized so they can focus on leveraging their management skills, not tracking down project details.See more of what Teamwork.com can do for your business now - get started now for free, view our comprehensive pricing plans, or book a demo today.Profit from every client demand with
Teamwork.comTrusted by 20,000 businesses and 6,000 agencies, Teamwork.com lets you easily track, manage, and customize multiple complex projects. Get started with a free 30-day trial. Try Teamwork.com for free Robert Nicholas/OJO Images/Getty Images Administration functions comprise vital parts of an organization’s structure, helping the
organization to manage resources and people in an efficient manner. Planning, budgeting and organizing are the three primary administration functions in any company, and a lack of quality in any of these is quite often detrimental to the health of the company.Planning is vital to the success of any venture. This does not just refer to plans for the next
month, quarter or year, but also to five, 10 and 25 years down the road. When IBM’s leadership said in the early 1970s that it was unlikely that anyone would ever want to use a home computer, this showed a lack of foresight that would plague the company for years to come.Budgeting is in part an element within planning, but the financial
organization within a company must have its own infrastructure to maintain a valid degree of control over the organization. Large ideas are an important part of any successful company, but without the budget in place to fund these large ideas, they remain just that, ideas rather than reality.Organizing is the third part of major administration
functions. Much of this has to do with assigning particular people and departments to specific tasks and ensuring that all of the many subsidiary tasks for a larger goal get accomplished. MORE FROM REFERENCE.COM Administrative management refers to the process of planning, organizing, coordinating, and controlling administrative activities
within an organization to achieve specific objectives effectively and efficiently. It involves overseeing the administrative functions that support the core operations and strategic goals of the organization. Planning involves setting objectives, determining strategies, and outlining policies and procedures to guide administrative activities. Key aspects
include forecasting future needs, allocating resources, and establishing timelines for implementation. Organizing entails designing the organizational structure, roles, and responsibilities within the administrative function. It ensures clarity in reporting lines, authority relationships, and workflow to optimize efficiency and accountability. Coordinating
involves harmonizing activities and resources across different administrative departments or functions. It aims to facilitate smooth operations, minimize duplication of efforts, and enhance collaboration among teams. Controlling focuses on monitoring performance, evaluating results, and implementing corrective actions as needed. It ensures
adherence to policies, compliance with regulations, and achievement of organizational objectives. Administrative management is critical for organizational success due to several reasons: Efficiency: Effective administrative management streamlines processes, reduces waste, and optimizes resource utilization. Support: It provides essential support to
core operations by managing facilities, personnel, finances, and information. Coordination: It promotes coordination among departments, ensuring alignment with organizational goals and objectives. Consider a large multinational corporation operating in various regions: Planning: The administrative management team plans annual budgets, forecasts
resource needs, and develops policies for employee welfare and workplace safety. Organizing: They design the organizational structure, define roles for administrative staff, and establish reporting hierarchies to enhance clarity and accountability. Coordinating: The team coordinates travel arrangements, office supplies procurement, and logistical
support for corporate events across different branches. Controlling: Through regular audits and performance reviews, they monitor spending, assess compliance with corporate policies, and implement corrective measures to improve efficiency. Administrative management principles are rooted in organizational theory and management practices.
References to frameworks like Henri Fayol’s principles of management or modern administrative theories emphasize the importance of planning, organizing, coordinating, and controlling administrative functions to achieve organizational goals effectively. In conclusion, administrative management encompasses essential functions of planning,
organizing, coordinating, and controlling administrative activities within organizations. It plays a pivotal role in supporting core operations, enhancing efficiency, and ensuring compliance with policies and regulations. Understanding the principles and practices of administrative management is crucial for managers and leaders seeking to optimize
administrative functions and contribute to overall organizational success. In the world of manufacturing and quality management, the concept... The term “yuppie” conjures images of young, ambitious professionals clad... In my years of experience in finance and accounting, I... As someone deeply immersed in the finance and accounting fields,... The
four functions of management are generally accepted to be planning, organizing, leading, and controlling. Managers need to be able to effectively make use of each of these functions to be successful in leading their direct reports. Properly managing a team leads to higher productivity, better relationships, and trust. Being an effective manager is
complex and requires adapting to situations. If you're wondering what the four functions of management are, then this article will delve into the four functions and how they help you to manage a team. Key Takeaways: Planning requires identifying challenges and formulating objectives accurately. To lead successfully, create a shared vision,
communicate effectively, and lead by example. Understanding and mastering these four functions will allow you to lead teams that break records and stand out in the workplace. Using the four functions will create stronger bonds between a manager and the employee and create an overall better work environment. Hire Faster And Easier The four
functions of management The four functions of management are often laid out as if they’re meant to be in order: plan, organize, lead, and control. Managing a project rarely goes in a straight line, meaning that your management style can get tangled up. While not being rigid is a positive thing, sometimes it’s good to return to basics so you don’t get
pulled off course. Here’s more detail on the four essential managerial tasks: planning, organizing, leading, and controlling. Planning. Managers must navigate the decision-making process to help their team reach company goals. Effectively mapping out a strategy to tackle a project is a must for a manager, as it breaks the project down into pieces that
can be completed by team members. Effective planning involves a few important aspects: Identify challenges. Managers need to be aware of the challenges facing their team or business and what potential solutions are available to them. Forecast future business. To determine the proper solution to each challenge, managers must be able to forecast
the future impact of each particular solution on the business. Formulate objectives and deadlines. Once a solution to a problem is identified, a manager needs to create a game plan to apply it. This involves planning out individual steps and setting appropriate deadlines and time frames. Reevaluation. Managers need to stay constantly alert to
changing situations. If a plan requires adjustments or isn’t working at all, it’s up to managers to identify the proper direction to lead the team. Maintain efficiency. Throughout the entire planning process, effective managers should also understand how to allocate resources and reduce waste efficiently. Organizing. To complete projects or meet any
other company goals, managers must effectively organize resources. Doing so is often a fine balancing act, as any given team will only have a limited pool of available workers, funding, and other resources to accomplish their objectives. Creating structure. The main purpose of organizing is to create structure and a set of rules to follow. This includes
assigning authority, laying the groundwork for the project, and setting expectations for employees. Assigning tasks. A vital part of organizing a project is deciding who does what. If a task doesn’t end up being anyone’s responsibility, there’s a good chance it won’t be finished. That’s why assignments are so important: they ensure the project runs
smoothly. Allocating resources. In order to get a project done, you’ll need resources. Budgeting, equipment, technology, and office space are all necessary resources, and personnel need access to them to be able to proceed. Determining staffing needs. As goals change, your need for staff will also change. Who gets assigned where is an aspect of this,
as is whether or not you need to hire new personnel. As times change, different departments become more important, or will need to be created, and staffing needs change as a result. Leading. Sometimes referred to as motivating or even directing, this is where managers show their leadership skills. Managers give their direct reports goals and
objectives, as well as check in to make sure that they’re accomplishing their assigned tasks. There are generally considered to be four overarching styles of leading: Directing.If you tend to give your employees detailed assigned tasks and then leave them to it, you're a director. That means that you give precise instructions, but aren’t very involved in
how your subordinates go about completing the task. Coaching. This is the most hands-on of the four styles. The coaching style involves detailed instructions along with a lot of follow-up and assistance. This is most often needed for new employees who are still learning or an employee that’s taking on a new task or role. Supporting. Almost the exact
opposite of directing, supporting is not giving your employees a lot of direction in their task, but offering yourself to help whenever they need it. Delegating. This is the most hands-off of any of the leadership styles. Delegating means that you essentially cede part of your authority to a direct report. They are then completely in charge of whatever the
task is, and you trust them to make decisions where needed. Controlling. Despite the negative aspect of the word control, this is just as import an aspect of management as any other. Keeping control of the project and the employees is a requirement, in terms of maintaining authority and keeping control of the project itself. There are two primary
aspects to controlling: Budgeting. Making alterations to the budget may become necessary as a project progresses. This can be cutting back on certain places, or going over budget in others. Sometimes money needs to be pulled from one place to another, or pieces need to be cut out entirely. Staffing. If your staff isn’t performing properly — or you
don’t have enough — then altering the dynamic is necessary. This can be hiring new people, reassigning employees, or letting them go. Hire Faster And Easier Whether you’re an engineer or marketing manager, the principles behind effective management remain the same. Follow these tips to maximize your performance: Planning tips Effective
planners employ strategies to help them accurately identify important tasks and their priority levels and determine appropriate timelines to complete them: Carefully assess time frames. Before setting any concrete time frames for a major task, carefully evaluate whether the deadline is appropriate. Casually committing to unreasonable time frames
can cause major problems for a project later down the line. If you later realize that a certain task requires more time than originally planned, then you may need to delay other dependent tasks as a result. This translates to a massive waste of resources in multiple areas. Some employees will be sitting idly, while others will be overworked and lose
morale. Your team may suffer the consequences of delayed deadlines, and in extreme cases, entire projects will need to be abandoned. Perform SWOT analysis. A SWOT analysis provides you with a comprehensive view of your team’s strengths, weaknesses, and potential risks. Understanding your company’s strengths allows you to choose the right
strategies for capitalizing on short-term opportunities. Identifying weaknesses and risks are critical for improving them and setting your business on the right path for long-term growth. Organizing tips Effective resource coordination is a foundational requirement for any business or team’s future success. Disorganized managers result in employees
being shuffled around and resource bottlenecks, which are both highly disruptive to any team’s goals. Define and classify activities. Before assigning a single employee, clearly define the goals and duties associated with each position. You don’t want to realize later on that although a certain employee’s job title matches the position, their experience
doesn’t match what’s required in this specific case. Many companies also fail to recognize tasks that could be easily automated, which translates to employee hours constantly wasted. Specify reporting status/breadth of power. Even if a team or company is filled with competent employees, it’s doomed to fail if there isn’t a coherent internal structure.
Specify which roles report to which management positions, and determine the breadth of power that each supervisor holds in different departments. Don’t be scared to alter your team’s structure. Many initially successful start-ups fail because they weren’t able to adjust to rapid growth. As long as you’'ve closely analyzed the pros and cons, don’t be
scared to make necessary drastic changes to your team’s internal structure. Leading tips Effective leadership isn’t hard science, but there are key principles that most great leaders put into practice. Create a shared vision. Align the success of the team with that of the individual. Although bonuses and financial incentives are great tools, they shouldn’t
be the only motivators you employ. Try to provide training and developmental opportunities for your employees to list on their resumes and cover letters. Challenge them and make projects gratifying experiences to work through. Establish a positive team culture where employees support each other and celebrate their progress and victories. Lead by
example. Exemplify the qualities that you want your team to have. If team members see you tackling a difficult project with an obstacle head-on, they’ll feel compelled to put in the same amount of effort and do their part. If you foster a positive attitude, others will react accordingly and spread that mindset around the team. Develop strong
communication skills. You need to inspire employees so that they become self-motivating. Being a good listener and using empathy allows you to identify team members’ concerns and questions before they become problems. Managers are responsible for ensuring that all employees understand the team’s objectives. You shouldn’t just say them and
assume that everyone is on board. Make sure that each employee knows what’s expected of them and adjust your communication methods to match the individual. With the rise of remote work and team communications moving to platforms such as Slack, you need to adjust and make sure you’'re proficient with the necessary tools. Teams are often
diverse in their personalities and backgrounds, meaning that miscommunication and conflicts will inevitably arise. You need to be able to adjudicate and resolve miscommunications in a way that’s perceived as fair by all. Foster respect and trust. There are many ways to build respect and trust with your fellow team members. Rather than
micromanage employees, monitor their performance. If a worker is performing poorly, then try and step in and assess how you can help them improve. If an employee is meeting performance standards, then micromanagement and constant supervision will only disrupt their activities. Team lunches can also be a great way to get to know your
coworkers and build a cohesive team dynamic. Controlling tips Controlling is all about making sure that objectives are met and understanding how to make appropriate adjustments when issues arise. Set concrete quality standards. Set concrete standards so that you can actually determine if a particular goal has been met. This is especially important
to do for project milestones. It’s bad if a team is behind schedule or underperforming, but downright disastrous if they don’t even realize it. Concrete standards allow you and supervisors under you to identify poor performance and respond accordingly. Monitor, but don’t micromanage. You need to develop a strategy so that managers in each
department can continually monitor workers” work quality and performance. However, make sure that your method doesn’t micromanage and disrupt employee activities. Prepare strategies for improving performance. You want to prepare methods for responding to poor performance and contingencies before they actually occur. This could come in
the form of training programs or resources to help employees. It could also involve alternative business procedures and processes. Ready To Start Hiring? What are examples of the four functions of management? Examples of the four functions of management include planning checkpoints into a project schedule to help your team hit the end deadline,
assigning tasks to team members in accordance with their skills, leading by example by assigning yourself a task and completing it well, and readjusting the team’s workload as needed throughout the project. Planning. Incorporating checkpoints or mini-deadlines into a project to help ensure your team is going to hit their end goal on time is an
example of the planning function of management. By slicing up the timeline into smaller, more manageable chunks, your team will (hopefully) be less likely to procrastinate, and you’ll be able to review their work and make adjustments along the way. In setting up these deadlines, you’ll be identifying challenges that your team may run into along the
way and creating solutions to overcome, avoid, or minimize them. You'll also be reevaluating the project’s performance as it moves along and ensuring it’s as efficient as possible, all of which are important steps in the planning function of management. Organizing. Organizing is the second function of management, and a large part of this is assigning
tasks to your team members according to their abilities. This requires knowing what needs to be done to finish a project and understanding what each of your team members brings to the table as far as strengths, weaknesses, available time, and the assumed time it will take to complete. Leading. The third function of management is leadership, and
one of the most powerful forms of this is leading by example. Don’t just assign a bunch of tasks and then go hide in your office until the project’s done. Show your team that you're invested in the project by taking on some tasks yourself. That doesn’t mean micromanaging or taking over someone else’s job, but you can take on appropriate tasks such as
ensuring your team has all the resources they need when they need them, setting up clear communication channels so no one is confused or frustrated, and providing support with anything else you can, even if that’s buying everyone lunch during crunch time. Controlling. Finally, being willing to readjust the workload as the project progresses is an
example of the controlling function of management. You can’t just set a project in motion and walk away: You need to keep tabs on it and make adjustments as it progresses. This often means reassigning tasks as some turn out to be more time-consuming, challenging, or unproductive than expected. How do you describe the type of management
activity with each function of management? You can describe the type of management activity with the planning function of management as looking ahead at the goals your team needs to reach and the challenges they might encounter along the way. Then, you make a plan to get to those goals and conquer those challenges. For the organizing
function of management, you can describe it as taking stock of and managing resources in a way that allows your team to reach their goals. These resources may be physical materials and finances, but they also may be people, which means you need to be able to assess each team member’s strengths and weaknesses and train them and assign them
tasks accordingly. You can describe the leading function of management as directing and motivating your team members so that they can accomplish their goals. This involves communicating with them, motivating them, and providing them with opportunities to grow, as well as standing up for them, getting them the resources they need, and leading
by example. As far as the controlling function of management, you can describe it as continuously staying involved with your team and their project’s progress to ensure they’re still on track for success. This usually also involves making adjustments to the project as it moves along, helping individuals improve their performances, or completely
overhauling your team’s structure and strategy. What are the three levels of management and their functions? The three levels of management are administrative, executive, and supervisory. Their functions are to oversee the company’s direction, policies, and strategies, to ensure departments are functioning in accordance with that direction and
those policies and strategies, and to oversee and direct the day-to-day activities of employees, respectively. Administrative. The administrative level of management is also called the managerial or top level of management, and it comprises companies’ CEOs and boards of directors. These leaders are responsible for the big picture of the company:
What its ultimate mission is and the widespread policies and practices that will allow it to get there. Executive. The executive or middle-level management’s job is to ensure that those policies and practices are successfully put into practice in their respective departments. These managers do more day-to-day than the administrative managers do, but
they’re also in charge of the big-picture success of their departments, giving them a unique set of responsibilities. This level of management is made up of branch managers, department heads, and vice presidents, and it can often include multiple layers of managers. Supervisory. The third level of management is the supervisory level, also referred to
as the operative or lower level of management. These managers work directly with employees to ensure their work is furthering goals and strategies put into place by middle- and upper-level managers. These managers have the most day-to-day responsibilities such as creating work schedules, assigning tasks, motivating employees, and handling
workers’ mistakes or complaints. They’re the ones tasked with making sure the week’s work gets done correctly and on time so that the company can meet its overarching goals. Why are the four functions of management important? The four functions of management are important because they’'re a way to order management’s duties and ensure that
projects are done properly. Managers aren’t required to follow them to the letter, but they do offer guidelines and guardrails in terms of how to manage, as well as a roadmap to being an effective manager. Hire Faster And Easier Developing your leadership skills will lead to career success, but knowing how to make decisions and execute plans is only
half the battle. Understanding the key functions of your role will help keep you on track and make you a more effective leader. For managers looking to improve employee performance and engagement, taking the time to assess your own leadership style and identify areas for improvement will help make you a more effective leader. Whether it’s
planning, organizing, leading, or controlling, every manager can take steps toward better adhering to the four functions of management. References 75%(4)75% found this document useful (4 votes)18K viewsThe document provides an overview of the key functions of administration including planning, organizing, staffing, controlling, directing,
coordinating, reporting and recording, and budgetin...SaveSave Functions of Administration For Later75%75% found this document useful, undefined75%(4)75% found this document useful (4 votes)18K viewsThe document provides an overview of the key functions of administration including planning, organizing, staffing, controlling, directing,
coordinating, reporting and recording, and budgetin... Understanding Administration in a broad understanding can be interpreted as a cooperative activity. However, if administration is associated with various fields and other things, such as organization, management, policies, human relations, and so on. Then administration can have another
meaning. Administration itself is basically a science that developed in the early 19th century. With the development of the times and science, administration has also developed so that in the end it has been widely applied to meet the needs of various countries in the world. In its use, administration is needed by a company or institution to be able to
stand up and continue to develop by making good resources and management. In a company, every employee or staff has rights and obligations that are directly related to his work. Administration is one part of managing the company so that it can be optimal. Today, the notion of administration is one of the terms that is very commonly used in the
world of work. Administration is a term that is synonymous with various jobs such as data collection, record keeping, correspondence, and much more. These reasons make administration indispensable for companies, institutions, and agencies. Someone who has responsibility for managing administration is usually called an administrator or
administrative staff. In its application in everyday life, administration has provided many benefits, such as optimizing work systems and even being very effective in improving the quality of education. The existence of good administration can be one way to create a good and easier work system, both informal and non-formal. In addition, administration
also makes it easier for work related to data management. Administration has been proven to be able to create an appropriate and easier management system. This article will discuss the ins and outs of administration. Starting from the definition of administration, administrative objectives, administrative characteristics, administrative functions,
types of administration, to the workings of administration. Let’s see more! A. Definition of Administration Administration itself was first used in Greek, namely administrare or an activity to provide service and assistance. In her work entitled Introduction to Administrative Science, published in 2020, Alemina Henuk-Kacaribu said that administration
can be interpreted as an activity, starting from setting up to managing various things to realize common goals. In general, the notion of administration can be carried out if it is used by more than one person, this is because administration connects work between two or more people so that they can work together. Understanding Administration is
basically an activity or form of business that has a strong relationship with many policy arrangements, one of which is to realize the targets of a company or organization. Therefore, administration has a vital role in various aspects and activities for a company or organization to survive and continue to grow. The definition of administration can be
understood based on a narrow sense and a broad sense: 1. Definition of administration in a narrow sense According to Hendi Haryadi in his book entitled Office Administration for Managers & Staff (2009), the notion of administration is defined as an activity of systematically compiling and recording data and information. The purpose of
administration in its own narrow sense is to provide information while facilitating these activities to retrieve information. Understanding Administration in a narrow sense can also be said as a form of administration of a company or organization. 2. Understanding administration in a broad sense In a broad sense, the notion of administration can be
understood as a collaborative activity carried out by a group of people. The cooperation activities are determined based on the division of labor which has been adjusted in a structured manner to achieve common goals effectively and efficiently. B. Administrative Purposes After knowing about the meaning of administration, in this section we will
discuss in depth what the purpose of administration is. As previously explained that administration is needed by every organization or company. See also difference between put and call optionAdministration is very helpful for a company or organization in planning to developing activities in an effort to achieve certain goals. The following are four
administrative objectives that need attention, including: 1. Develop a Business Program The first administrative goal is to compile a business program. In compiling this business program, every company or organization always needs information or data as a reference. The way to get information or data is usually obtained through an administrative
activity. Administrative activities proved easier to obtain various information or data needed. Therefore, one reason an administrative process must be applied systematically. 2. Evaluation of Organizational Activities The second administrative objective is the evaluation of organizational activities. After compiling a business program, the
administrative system will greatly facilitate an organization or company to evaluate organizational activities. One form of evaluation of activities carried out by companies or organizations is usually based on the results of information and data that have been found. Of course this evaluation makes the organization or company better understand the
various potentials and constraints during implementing the program. 3. Monitor administrative activities The third administrative objective is to monitor administrative activities. Monitoring is important because the administrative system is an activity related to many things. Therefore, the implementation of administrative activities must be carried
out systematically and regularly. An administrative system that is successfully implemented properly will ultimately make a company or organization more organized. For example, monitoring an activity related to what, how, where, when and why questions. 4. Ensuring Security for Business Activities The fourth administrative goal is to ensure
security for business activities. In the administration system, security is one of the things needed by every company or organization when carrying out business activities. Therefore, companies or organizations need to have good administration so that monitoring of all activities can be carried out optimally. Not only that, the administration process
will make every activity and transaction can be recorded in detail and clearly. C. Features of Administration After learning about the purpose and meaning of administration, the following are the characteristics of administration based on the Fundamentals of Entrepreneurship (2019) by Choms Gary Ganda Tua Sibarani, et al. Administrative features
are: 1. Consists of a group of people First, administration cannot be carried out by one person alone. Administration requires a group of people to work together. Therefore, the most important characteristic of administration is that it consists of a group of people who have the same goal. 2. Establish cooperation Second, we know for ourselves that
administration needs to be carried out by working together in realizing a common goal. Therefore, cooperation is a must-have feature so that the administrative system can run optimally. 3. Have a goal to achieve Third, one of the reasons for administration is an effort to achieve a certain goal. Therefore, administration is needed to make a group of
people work together and try to go in the same direction, namely a common goal. 4. There is a process of business activity Fourth, an administrative system needs to have certain business activity processes. The process of business activities is an important characteristic of an administration. This process can be understood as a series of business
activities to create cooperation to achieve common goals. 5. Guidance, leadership, and supervision activities Fifth, the last administrative feature is the activity of guidance, leadership, and supervision. These three things need to be implemented to make a company or organization achieve its goals. D. Administrative Functions As one of the most
important parts of a company or organization, administration has several important functions that must be carried out, including: 1. Planning or Planning The first administrative function is planning. Planning is one activity that really requires an administrative activity. Administrative activities intended are such as collecting data, processing data,
compiling plans, and so on. 2. Organizing or preparation The second administrative function is preparation. Administration is needed by a company or organization in order to be able to make arrangements to achieve goals. The arrangement that needs to be done is like, efforts to build every communication and relationship between members or
employees to be easy to understand. 3. Coordinating or Coordinating The third administrative function is coordinating. In an effort to achieve a certain goal, a company or organization needs to make arrangements for each of its parts. Therefore, coordinating is carried out so that the company’s activities can run smoothly and well, without clashes,
vacancies and even chaos. The existence of good coordination is a sign that a company or organization is on the right track to achieve its goals. See also difference between manure and fertilizer4. Reporting or reports The fourth administrative function is reports. Reporting or reports are administrative activities to convey developments, movements
to the results of activities or programs carried out. The report itself includes all elements of the company, both employees and members, to their superiors in writing. This report will be one of the assessments carried out on employee performance based on their position and duties. 5. Budgeting or Budgeting The fifth administrative function is
budgeting. Budgeting itself is one of the important things and must exist in a company or organization. Making a budget is needed to always improve performance. Not only that, the budget can also be used by companies or organizations to achieve their goals during the development period. Some collaborations that require a budget, such as
advertising and so on. 6. Staffing or Position Placement The sixth administrative function is position placement. Staffing or placement of positions is a function related to the quality of human resources in a company. Staffing itself usually includes the recruitment of experts, development and equipment requirements. 7. Directing or Guidance The last
administrative function is directing or guidance. Guidance itself is an interaction activity carried out by members of an organization or company in the form of guidance, orders and suggestions. Guidance is needed so that the performance of members and employees can run well so as to achieve the goals set. E. Types of Administration After knowing
various things about administration, here are the types of administration that are commonly needed. 1. Office administration Office administration is a type of administration that has activities such as financial planning, record keeping, distribution of goods, and personnel. 2. State administration State administration is one type of administration
that has activities related to the public interest or the general public, for example, such as public policy, ethics, and so on. 3. Financial administration Financial administration is one type of administration whose activities are related to finance. The main task of this type of administration is to make financial reports. 4. Educational administration
Educational administration, namely administration whose activities have activities in regulating the education sector. Examples of activities of this type of administration are planning, directing, and supervision of education. 5. Commercial administration Commercial administration is a type of administration whose activities consist of planning and
supervising all matters of a commercial nature. This administration is usually directly coordinated by a manager in a company or business. Discussing commerce, of course one of the goals of this type of administration is to gain economic profit. F. How Administration Works After knowing about the meaning of administration and various things
related to it, in this section we will focus on discussing how the administration itself works. As previously explained, the meaning of administration and its functions within a company or organization is carried out by someone who is called an administrator or administrative staff. What needs to be known is that administrative staff is a unit capable of
providing support for various operational activities of a company or organization. Meanwhile, administrative staff has the main duties, namely activities that are closely related to correspondence, storing and organizing documents, data entry and assisting units that need data. Administrative staff will later turn their duties into a report that will be
submitted to management. The workings of the administration itself are closely related to the various tasks of administrative staff in an organization or company. In general, the workings of the administration of seven, including namely: 1. Coordinate with secretaries or administrative staff from other divisions when there are joint meetings or other
activities. 2. Collecting and compiling documents. 3. Prepare accommodation and tickets for work visit activities outside the office. 4. Ensuring supplies of office stationery. 5. Create and prepare agenda arrangements for meetings or other office events. 6. Manage, open and distribute incoming correspondence to the company either in the form of
letters or e-mails. 7. Prepare bills, notes, reports, letters and other documents using data processing applications, databases, worksheets or presentations. Based on the explanation above, it can be understood that administration in a company or organization is a very important activity. If there is no administration, there is the potential for a company
or organization to not have proper management or regulation of activities, thus hindering its development. Therefore, the application of good administration can lead a company or organization to remain standing and continue to experience development until it can achieve its goals. In this article, we know that the notion of administration is not only a
matter of correspondence or keeping records. The definition of Administration includes many things, from planning, compiling, coordinating, making reports, compiling budgets to providing direction or guidance to every employee or member of the company. Therefore, every company should have good administration. This is also related to the
competence possessed by the administrative staff itself. Proper management and administrative arrangements will ultimately make company goals easier to achieve. Not only that, organizations or companies will also be able to compete amidst the progress of the times and increasingly intense competition. Recommendations for Books & Articles
Related to the Definition of Administration In general, what are the 4 administrative functions concept? Why do businesses have to implement the administration process regularly and continuously? Let's find out the 4 important functions of administration with Viindoo! Administrative functions refer separate activities of management as the method
for leaders to make an influence in the areas of business management.Not until the beginning of the 20th century that scientific researchers on administration categorized management functions in a systematic way. The research has agreed on four functions of administration including planning, organizing, directing, and controlling. Here are the
details of these 4 types of functions. 4 Administrative functions in business activities See More: What is business management? 14 principles in business management The first among the 4 functions of business administration is planning. This function helps leaders define organizational goals as well as develop business strategies. Leaders will next
plan additional projects and sub-plans to serve these overall goals. Key roles of planning function:Set clear goals: The planning process helps identify clear and specific objectives that an organization or individual wants to achieve.Predict and forecast future trends: Planning includes predicting and forecasting future trends and events. This helps
anticipate potential situations and prepares for possible changes.Make informed decisions: The planning process involves making decisions about specific actions and alternatives to achieve the established goals.Develop effective strategies.Allocate tasks efficiently: Planning helps develop an overall strategy to achieve the organization's goals in the
medium and long term. Strategies provide direction for actions and guidance for all activities within the organization.Optimize resource usage: The planning process ensures that organizational resources, such as budget, personnel, materials, and equipment, are used efficiently and with the highest performance.Create a supportive environment:



Planning establishes a supportive environment for achieving the set goals. It creates favorable conditions for the development and success of the organization.Adapt to changes flexibly: Planning allows the organization to adapt to changes and adjust strategies or actions when necessary. Flexibility in planning enables redirection when the operating
environment changes.Measure progress and evaluate outcomes: The planning process involves measuring progress and evaluating the effectiveness of activities. This enables the organization to assess goal attainment and make adjustments as needed. The planning function helps leaders define organizational goalsSetting the Planning function
involves the following steps:Define ObjectivesGather InformationAnalyze the SituationDevelop StrategiesResource Allocation: Identify the necessary resources (financial, human, technological, etc.) required to implement the strategies effectively.Create a TimelineCoordination and CommunicationFlexibilityMonitor and EvaluateLearn and ImproveThe
planning function plays a decisive role in the development orientation as well as the operational goals. Any business process of all business types, from production to service delivery, needs people with planning skills for effectiveness. The planning function defines the purpose and destination for business members. Therefore, this benefits managers
in reasonably and effectively allocating human and material resources. The next function among the 4 functions of administration is organizing, mostly suitable for administrators. This function requires administrators to define tasks as well as employees and departments in charge and their responsibilities.Create a positive internal environment
within the company to accomplish goalsBuild an organizational structure as well as appropriately empower departments and individuals to corresponding tasks.Deliver necessary information, instructions, or commands for task performance and receive feedback.While the "planning" function is about the operational goals, the "organizing" function
mentions the human element. Therefore, among the 4 functions of administration, “organizing” is an important function that ensures the growth and survival of the business.Setting up the Organizing function involves the following steps:Identify goals and strategiesBuild the organizational structureAssign tasks and responsibilitiesEstablish
procedures and rulesFoster unity and collaborationEvaluate and adjustApply technologyDevelop human resourcesAccording to the Pareto principle, only about 20% of personnel can produce 80% of the results, while 20% of incidents can come from the remaining 80%. Therefore, if the process of organizing and dividing tasks has problems, all jobs
will be ineffective. The planning function helps leaders define organizational goals See More: What does the business administration cost and how to optimize After planning and organizing the tasks, the "leading" function will play the role of stimulating and motivating personnel. This function also supports the leader in coordinating personnel to
implement goals and solve arising problems.The "leading" function includes guiding and leading people to perform activities. In addition, this function helps subordinates perform work quickly and efficiently, avoiding delays and backlogs of work.Moreover, the "leading" function supports smooth coordination among departments towards a common
goal. When operating the 4 administrative functions, only when the “leading” function goes effective, will the “planning” and “organizing” make sense. Directing function with faster work coordination Setting up the Leading function involves the following steps:Effective CommunicationIlnspire and MotivateLead by ExampleBuild Trust and
RelationshipsEmpower EmployeesProvide Support and DevelopmentRecognize and RewardConflict ResolutionAdaptabilityContinuous ImprovementTeam BuildingVisionary LeadershipFor example, a business sets the goal of product launch (planning), then arranges jobs for individuals with suitable capabilities (marketing, sales, customer service,
etc.). The "leading" function will take care of urging and coordinating personnel to togetherly work effectively. The final goal is to bring the product to customers as quickly as possible and achieve good sales. The last function is the “controlling” function. To ensure good work completion, administrators need to closely monitor the business activities
and actual performance results. Then, they can track progress compared to set objectives as well as adjust if there is a deviation.In addition, the “controlling” function helps smooth operations with fewer errors. Not only do senior managers perform the function but also the subordinates sometimes use to check and re-evaluate their work to prevent
errors.With the controlling, depending on the purpose and requirements of the job, it will be in different forms: Anticipated Control - Take actions before errors happen: This process will anticipate possible errors or mistakes during the work process. For example, when launching a product, the business will have to predict the product adaptation, the
customers’ most reacted parts, and problem handling.Simultaneous control - Execute during work: This process helps people grasp obstacles and difficulties in the process of working. From there, businesses can immediately adjust to avoid errors.Feedback control - Conduct after work completion: Feedback control refers to the stage of recognizing
and re-evaluating whether the plan followed the set goals. This is a premise to draw lessons for the next activities. The controlling function makes smoother operation Setting up the Controlling function involves the following steps:Establish Performance StandardsMeasurement and MonitoringComparing Actual Performance with
Standardsldentifying DeviationsAnalyzing DeviationsTaking Corrective ActionsFeedback and CommunicationContinuous Monitoring and AdjustmentDocumentation and ReportingReview and ImprovementThrough the above article, Viindoo hopes to provide useful information about the 4 administrative functions. Follow Viindoo to update other useful
information!



