SAULT COLLEGE OF APPLI ED ARTS & TECHNOLOGY

SAULT STE. MARI E, ONTARI O

COURSE QUTLI NE

MANAGEMVENT TECHNI QUES

Course CQutli ne:

Code No

Program

Semest er:

Dat e:

Aut hor :

APPROVED:

HMG 243

HOTEL & RESTAURANT MGMT./ FOOD & BEVERAGE MGMT

IV

JANUARY 1990

KEI TH MAI DENS

Chai r per son

Revi si on

Da#

6LA (G
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TEXT; "Supervisor's Survival Kit & Exercise Quide for Hospitality
I ndustry"; E wood Chapnan - SRA - WI | owdal e

OBJECTI VE;
Through readings, mni ganmes, role playing/ and case studies, the

student will famliarize hinself/herself wth the problem of
m d- managenent in Hospitality and their possible sol utions.

VETHOD;

Readi ngs, role playing, group discussion, and l|lectures are the main
communi cation form Case assignnments and individual as well as group
role playing within sonme cases are required.

TOPI CS:

MODULE ONE; -- Chapter 1 & 2

In this nodul e, the subject of supervisor's characteristics and the
met hod of transition from enployer to supervisor are discussed.

bj ecti ves;

Upon conpl eti on of Mddule One, the student will be able to:

1) List ten (mninum characteristics of a supervisor
2) ldentify which of these characteristics he/she can use thensel ves

3) List specific steps used in the transition from enpl oyee to
supervisor in their own departnent

MODULE TWO, — Chapter 3 & 4

The inmportance of the relationship between the supervisor and
enpl oyees, and its inpact on his/her ability to achieve productivity
t hrough people are covered in this nodul e.

bj ect i ves;

Upon conpl etion of Mdule Two, the student will be able to:

1) Identify the difference in departnental and individua
productivity

2) ldentify the various theories of notivation

3) ldentify the psychological ingredients or factors in a typica
supervi sor/ enpl oyee rel ationship

4) Wite out a specific plan for a supervisor/enployer relation
i npr ovenent
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MODULE THREE; — Chapter 5 & 6

The inpact of good human relations and creating a productive working
climate are discussed in this nodul ee

bj ect i ves;

Upon conpl etion of Mdule Three, the student will be able to:

1) List the five foundations of good human rel ations

2) Describe how he/she, as a supervisor, would put these into
practice

3) List the steps he/she would follow to create and naintain a
productive working climte

MODULE FOUR; — Chapter 7

In this nodule, the supervisorls position as an advisor, counsellor,
and his/her need to communicate privately with today's enployee, is
di scussed.

(bj ecti ves;

Upon conpl etion of Mdule Four, the student will be able to:

1) List five conditions under which counselling can be effective

2) Professionally apply the conditions and techniques to an actua
situation

3) Elimnate any fears he/she may have re one-to-one counselling

MODULE FI VE; — Chapter 8

This nodule deals with the problem enpl oyer and various nethods of
interviewing by trying to alter his/her behaviour.

(bj ecti ves;

Upon conpl etion of Mdule Five, the student will be able to:

1) List the steps in determning what action to take with probl em
enpl oyees

2) ldentify the nmethod to protect oneself from possible grievance
claim

3) ldentify the differences in corrective and non-corrective
interviews and their objectives
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MODULE SI X; --  Chapter 9

This nodul e discusses the needs for proper selection of applicants,
orientation and training. QG her topics covered will include how to
avoid staff turnover, shift scheduling, rotation and transfers.

bj ect i ves;
Upon conpletion of Mdule Six, the student will be able to:

1) ldentify the costs of turnover

2) List the steps in staff recruitnment interview

3) List at least four recommended forns used to process applicants
4) List the six key areas in orientation program

5) List the six rules of staff shifting and rotation

MODULE SEVEN; — Chapter 10

Covered in this nodule will be the need to delegate, why it is not
generally practised and how to do so effectively.

bj ect i ves;

Upon conpl eti on of Mdul e Seven, the student will be able to:

1) List five reasons why supervisors do not delegate responsibilities
and duties

2) Describe conditions under which a supervisor should del egate

3) List, in specific ternms, how to del egate

MODULE EIl GHT,; — Chapter 11

The formula for training and its application is discussed in this
nodul e.

bj ecti ves:

Upon conpl etion of Mdule Eight, the student will be able to:

1) Describe the four-step formula for on-the-job training

2) Evaluate training and list possible areas of inprovenent of
del i very



MANAGEMENT  TECHNI QUES HMGE243

Modul e Ni ne: - Chapter 12

In this nodule, the evaluation or formal appraisal systens are
di scussed. Their use as tools in MB.O and career planning ae
covered with enphasis on enpl oyee and managenent benefits.

bj ecti ves:

Upon conpl etion of Mddule Nine, the student will be able to:

1) Identify objective and subjective types of appraisals
2) List steps in making formal appraisals
3) List the seven steps in applying the outcone of the rating

system and its benefits
In the preceding nodul es we have concentrated on nmanagenent relations
with others* The remaining nodul es deal with personal nanagenent.

MODULE TEN: — Chapter 13

Planning is a major part of managenent as it relates to your work
envi ronment and career planning are topics covered in this nodul e.

(bj ecti ves:

Upon conpl etion of Mdule Ten, the student will be able to:

1) List a planning fornula used in this nodule
2) Describe each part of his/her plan
3) Adapt this plan in their own work situation

MODULE ELEVEN: — Chapter 14

The identification and evaluation of priorities are discussed in this
nodul e.

bj ecti ves:

Upon conpl etion of Mdule Eleven, the student will be able to:

1) Inmprove his/her priorities in their personal alignnents

2) Inprove his/her educational and possibly supervisory skil
priorities
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MODULE TWELVE; — Chapter 15 & 16

In this nodule the aspect of tine nmanagenent and decision making are
cover ed.

(bj ecti ves:

Upon conpl etion of Mdule Twelve, the student will be able to:

1) Do a personal tine inventory to access personal productivity

2) List the five types of problens requiring decisions and identify
their causes

3) List the six steps in decision-nmaking

4) List the four steps or qualifications where group decision would
be best suited

MODULE THI RTEEN: — Chapter 17 & 18

In this nodule common errors of supervisors that prevent advancenent
are discussed. Also covered is the ability of identifying change as a
positive elenent rather than resistance.

(bj ecti ves:

Upon conpl etion of Moddule Thirteen, the student will be able to:

1) List the common errors that prevent upward nobility

2) ldentify the expected types of changes occuring in business and
I ndustry today

3) List personal needs to adapt to these changes in order to ensure
upward nobility

MODULE FOURTEEN: — Chapter 19 & 20

In this nodul e, the inportance of |eadership and having a "Plan B" in
your career planning is discussed. How straight |ine, zig-zagging and
networ ki ng affect upward nobility are also taken into consideration.

bj ecti ves:

Upon conpl etion of Mdule Fourteen, the student will be able to:

1) ldentify the three sources of power in |eadership

2) List the five steps in the |eadership formula

3) ldentify the inportance of "Plan B"

4) List the advantages and disadvantages of straight-line and
Zl g-zaggi ng to nmanagenent positions

5) Select and explain their choice of method and why

6) List the benefits of networking and how it is done
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EVALUATI ON,

1)

2) Mni Ganes & Role Playing Cases:
Students will be graded on their
a) Preparedness in case history and character
b) Participation in discussion as character
c) Goup discussion of solution
d) Ability to conceptualize problens

solution to inplenent

3) As the presence of the student is essentia
attendance will be taken.

EVALUATI ON

| ndi vi dual Assigned Cases: 30%

Rol e Pl aying Assigned Cases: 30%

Md & Term Test: 40%

Passi ng Mark: 60%

All assignnments to be corrected. Mist

Pl ease check instructor's schedule and if help is needed,

Assi gned Cases:
Students will be graded on their:

a) Research
b) Presentation
c) Solution & Inplenentation

t he necessar y arrangenents.

ROCOM B114 EXTENSI ON 583

HM3243

identified
portrayed
identified and recomend

to the cases,

be submtted on due date.

pl ease nmake



