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Induction
The initial training process for a new employee, providing a full 
understanding of the company’s processes, objectives and culture. 
The importance of this process can be underestimated, but it is 
critical in avoiding a common workplace problem of high labour 
turnover in the early weeks of employees’ careers, i.e. they don’t 
settle, they leave, and they have to (expensively) be replaced.

Management vs leadership
A manager organises and controls resources, including staff and 
budgets. His or her task is to successfully complete the requirements 
laid down for the department. This might require a dynamic, 
progressive approach based on delegation and motivation, but in 
other cases will require no more than keeping things ticking along.

Leadership is about setting challenging goals and convincing key staff 
that they are the right people to achieve them. It is embodied in the 
person rather than the job title. 

Movement
Doing something for a reward or to avoid pain, i.e. responding to 
the carrot or the stick. According to Professor Herzberg, if you offer 
people a 10% bonus, they’ll do as much extra work as needed to get 
the bonus, i.e. they’ll ‘move’. He thinks management should focus on 
internal motivation, because most people are capable of giving not 
10%, but 100% more effort, passion and creativity.

Recruitment
Examiners take this as meaning both the whole process of hiring a 
new member of staff and the first half of the process of ‘recruitment 
and selection’. In the latter case, ‘recruitment’ means writing the job 
description and person specification, and advertising for applicants. 
The final stages of choosing the best candidate is called ‘selection’.

Span of control
The number of subordinates answerable directly to a given manager. 
The wider the span (e.g. nine) the harder it is for the manager to 
get involved in every subordinate’s work. So delegation becomes 
more necessary and also purer. Subordinates can get on with 
achieving their goals and only get their manager involved when 
really necessary. With a narrow span, it’s likely that an ambitious, 
able employee may get frustrated by too much interference 
from the manager.

Delegation
Passing authority down the hierarchy to more junior staff, e.g. the 
authority to decide which courier company will deliver the company’s 
parcels. This is an important part of a democratic leadership style. 
For some reason, students in exams seem to think delegation means 
telling people what to do. In fact it’s an empowering process, not an 
autocratic one.

Motivation
It’s best to quote Professor Herzberg’s common-sense definition of 
motivation: it is ‘when people do something because they want to do 
it’. According to Herzberg, any other reason to do something should 
be attributed to movement (see below). So motivation comes from 
within the person, i.e. an internal driving force.

Organisational culture
The prevailing attitudes and perspectives of those within an 
organisation that can influence decisions and actions. The culture 
may be fundamentally unethical, perhaps regarding customers as 
easy prey for hitting bonus targets. Or it may be genuinely customer-
focused, with concern for outcomes and reputation. Other key 
aspects of culture are risk-accepting vs risk-averse, entrepreneurial vs 
bureaucratic and teamwork vs everyone for themselves.

Responsibility
Being ‘to blame’ for a particular success or failure. It should not be 
possible to spread responsibility downwards to those with delegated 
power. So if a boss delegates authority over a task to a junior 
employee and it goes wrong, the boss should accept responsibility. 
Clear lines of responsibility should motivate bosses to think hard 
about delegation and be sure to provide training and resources to 
help their subordinates get the job done properly.

 troublesome terms

Each of the following terms in people (human 
resource) management causes problems for 
students in exams. You may think you know 
motivation and delegation. But do you know 
them well enough to impress an examiner? 
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Job design
Organising the flow of work so that individuals don’t simply complete 
tasks (e.g. with high division of labour) but have the stimulation 
to feel motivated to work as efficiently and to as high a quality 
level as possible. This might mean offering more complete units of 
work to a small team, instead of making people work separately on 
repetitive tasks.

People
Bureaucracy
An organisation dominated by rules and checks on behaviour and 
decision-making. Approval on a project may need to be signed 
off by many executives, each having the power to say no. It may 
require masses of paperwork and group approval systems to even 
get to that point.

In bureaucratic organisations, avoidance of mistakes is the driving 
principle. To avoid mistakes, people are inclined to avoid risks, or 
avoid/delay decisions altogether.


