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1 INTRODUCTION TO MANAGEMENT PRINCIPLES 

 

1.1 DEFINITION AND FUNCTIONS OF MANAGEMENT: PLANNING, ORGANIZING, 

LEADING, CONTROLLING 

 

Management can be defined as the process of coordinating and overseeing the work 

activities of others so that their activities are completed efficiently and effectively. 

The core functions of management are planning, organizing, leading, and controlling.  

 

• Planning involves setting objectives and determining the best course of 

action to achieve them.  

• Organizing entails assembling and coordinating the resources—human, 

financial, physical, informational—needed to implement the plan.  

• Leading refers to motivating, directing, and otherwise influencing people to 

work hard to achieve the organization’s goals.  

• Controlling is the process of measuring performance and taking action to 

ensure desired results. For example, in a recording studio, the manager may 

plan a production schedule, organize equipment and personnel, lead a team 

of sound engineers, and monitor the quality of the final output. 

 

1.2 TYPES OF MANAGERS AND ROLES IN SMALL BUSINESSES OR STUDIOS 

 

In small businesses or studios, managers often perform multiple roles due to the 

limited size of the team.  

 

Types of managers include:  

• general managers, who oversee operations and strategy;  

• functional managers, such as studio or production managers, who are 

responsible for specific areas; and  

• project managers, who coordinate temporary endeavours such as recording 

sessions or events.  

 

For instance, in a small music production studio, the studio manager may also serve 

as the financial manager, HR coordinator, and client liaison. These multi-faceted 

roles require versatility, decision-making ability, and communication skills to keep the 

business running smoothly. 
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1.3 TIME AND RESOURCE MANAGEMENT 

Effective time and resource management is crucial in achieving productivity and 

meeting deadlines. This involves scheduling work realistically, ensuring the right 

tools and people are available, and minimizing waste or downtime.  

 

Time management techniques include using calendars, task lists, and time-blocking 

strategies, while resource management may involve allocating equipment, 

budgeting, and managing studio space efficiently. For example, a sound engineer 

managing multiple projects must ensure that studio time is properly booked and that 

essential gear is available and functional for each session. 

 

1.4 GOAL SETTING, PRIORITIZATION, AND TASK DELEGATION 

Goal setting is a fundamental activity that provides direction and benchmarks for 

success. Effective managers set SMART goals—Specific, Measurable, Achievable, 

Relevant, and Time-bound. Prioritization involves distinguishing between urgent and 

important tasks to focus effort on what truly matters.  

 

Delegation is the process of assigning tasks to appropriate team members, ensuring 

that work is distributed according to skill sets and availability. For example, in a video 

editing project, the manager may delegate timeline creation to one editor and audio 

sync to another, while focusing personally on the final review. 

 

1.5 INTRODUCTION TO LEADERSHIP STYLES AND MOTIVATION 

Leadership style refers to a manager’s approach to guiding and influencing a team. 

Common styles include autocratic (directive), democratic (participative), and laissez-

faire (hands-off). The most effective leaders adapt their style based on the team and 

task at hand.  

 

Motivation involves understanding what drives people to perform. Managers can use 

intrinsic motivators like personal growth and achievement, or extrinsic motivators like 

pay and recognition. For example, a manager might use a democratic leadership 

style to foster creativity in a design team, while using performance bonuses to 

motivate punctual project delivery. 
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