
Unit 1
Management

Text 1 

Management is the process of achieving organisational goals through engaging in the four 
major functions of planning, organising, leading, and controlling. This definition recognises 
that management is an ongoing activity, entails reaching important goals, and involves 
knowing how to perform the four major functions of management

  
A. Apakah makna dari kata-kata yang ditebali dan digaris bawahi pada teks di atas?

1. achieving =


2. goals =


3. engaging =


4. major =


5. planning, =


6. organising, =


7. leading, =


8. controlling = 

9. recognises =


10. ongoing =


11. entails = 

12. important = 

13. involves = 

14. perform =

Example: Teks di atas membahas tentang _________

B. Buatlah kesimpulan dari teks di atas yang anda fahami



Text 2 

Planning is the management function that setting goals and deciding how best to achieve 
them. This function also includes considering what must be done to encourage necessary 
levels of change and innovation. 


C. Apakah makna dari kata-kata yang ditebali dan digaris bawahi pada teks di atas?

D. Buatlah kesimpulan dari teks di atas yang anda fahami

Planning = 

management = 

setting =


deciding =


how =


best = 

achieve = 

function =


includes = 

considering = 

encourage  =


necessary =


levels =


change =


Innovation =
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Text 3 

Organising is the management function that focuses on allocating and arranging human and 
nonhuman resources so that plans can be carried out successfully. It is through the organising 
function that managers determine which tasks are to be done, how tasks can best be combined 
into specific jobs, and how jobs can be grouped into various units that make up the structure of 
the organization. Staffing jobs with individuals who can successfully carry out plans is also part of 
the organising function.


E. Apakah makna dari kata-kata yang ditebali dan digaris bawahi pada teks di atas?

1. Organising 

2. focuses 

3. allocating 


4. arranging 


5. resources 


6. plans 

7. carried out 

8. through 

9. determine 

10. tasks 

11.specific jobs 

12.various 

13.make up 


14.Staffing 

15. individuals 

16.carry out
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F. Buatlah kesimpulan dari teks di atas yang anda fahami



Text 5 

Leading is the management function that involves influencing others to engage in the work 
behaviour necessary to reach organisational goals. Leading includes communicating with others, 
helping to outline a vision of what can be accomplished, providing direction, and motivating 
organisation members to put forth the substantial effort required. 


G. Apakah makna dari kata-kata yang ditebali dan digaris bawahi pada teks di atas?

1. Leading =  

2. influencing = 

3. engage = 

4. behaviour = 

5. necessary = 

6. reach = 

7. includes = 

8. outline = 

9. vision = 

10.accomplished = 

11.providing = 

12.direction = 

13.motivating = 

14.put forth = 

15.substantial = 

16.effort = 

17.required. =
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H. Buatlah kesimpulan dari teks di atas yang anda fahami



Text 6 

Controlling is the management function that is aimed at regulating organisational activities so 
that actual performance conforms to expected organisational standards and goals. To do the 
necessary regulating, managers need to monitor ongoing activities, compare the results with 
expected standards or progress toward goals, and take corrective action as needed. 


I. Apakah makna dari kata-kata yang ditebali dan digaris bawahi pada teks di atas?

1. Controlling 

2. regulating 

3. so that 


4. actual  

5. performance  

6. conforms 

7. expected  

8. monitor  

9. ongoing  

10.progress  

11.corrective 


12.needed. 
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J. Buatlah kesimpulan dari teks di atas yang anda fahami



Planning: 
Setting goals and 

deciding how best to 
achieve them

Organizing: 
Allocating and 

arranging resources

Controlling: 
Regulating activities 

to reach goals

Leading: 
Influencing others to 
work toward goals

1. What are major functions in the management?

2. What is the definition of management?

3. What kind of management function that arrange available resources to achieve 

goals? 

4. This function involves planning goals and best strategies to achieve the goal. This 

definition refers to which management function?

5. What is controlling?

6. What is leading?

K. Answer the following questions based on the given text
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1. Management is an ongoing activity, entails reaching 
important goals, and involves knowing how___ the 
four major functions of management


2. The function of planning also includes considering 
what must be done to encourage necessary levels 
of ______


3. Staffing jobs with individuals who can successfully 
carry out plans is also part of _____


4. To do the necessary regulating, managers need to 
monitor ongoing activities,_____ with expected 
standards or progress toward goals, and take 
corrective action as needed


5. Although the four major functions of management 
form the basis for the managerial process, several 
additional elements are considered ____ of this 
process as well. 


6. _____ and key management skills also are important 
factors that contribute to high performance 
(achieving goals)


7. It is useful to keep in mind that the management 
process applies not only to profit making 
organisations but also to _____

A. The organising function 

B. A manager’s working 

knowledge 

C. Compare the results 

D. Key ingredients 

E. Non-for-profit organisations 

F. To perform 

G. Change and innovation 

L. Answer the following questions based on the given text
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