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Modern Office Management

Date 16-17 Ocotber, 2020
Venue Training Hall, PTC Wing, BJRI
Course Director Dr. Md. Mahbubul Islam, Director (cc), PTC Wing, BJRI.
Course Coordinator Mr. Md. Abul Khaiyer Mollah, SSO (Training), PTC Wing, BIRIL.
Duration 02 Days
Participants 30 Scientists/Officers (9™ grade or above)
Course Objectives i. Toequip the participants with concepts and theories of office
management
ii. To tamiliarize with the administrative, financial rules and
procedure relevant for office management.
iii. To develop the participants’ understanding about the tools and
techniques of office management.
Date Time Subject Resource Person Session
Number
9:00-09:15 | Registration Course Coordinator -
9:15-10:00 Mission, Vision and Goal of BIRI Dr. A.S. M. Anwarul Huq 1
16.10.20 Director General, BJRI
Frigay 7 10:00-10:15 B Tea Break
10:15-11:00 | Cvil Service Act 2018 Dr. Md. Nuruzzaman 2
Director (Training)
National Academy for Planning &
- N Development, Ministry of Planning
11:00-12:00 | Stress Managenient Dr. Md. Nuruzzaman 3
Director (Training)
National Academy for Planning &
| o Development, Ministry of Planning
12:00-1:00 Digital Security Act and Its Dr. Md. Nuruzzaman 4
Inmpications on Personal and Office Director (Training)
Security National Academy for Planning &
- Development, Ministry of Planning
_ 100-2:00 | Prayer & Lunch Break
2:00-3:00 Role and Responsibility of DDOs, | Dr. Md. Nuruzzaman 5
Delegation ol Administrative and | Dircctor (Training)
FFinancial Authority National Academy for Planning &
| o Development, Ministry of Planning
3:00-4:00 Concepts/Types of Managerial | Md. Shah Kamal 6
leadership Former, Secretary
4:00-4:15 B Tea Break
4:15-5:15 Motivation techniques and human Md. Shah Kamal 7
relations at work Former, Secretary
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Date Time iVSubject Resource Person
17.10.20 |  9:30-10:30 | Managing Conflicts and Developing Md. Shah Kamal 8
Saturday | _| Negotiation Skills Former, Secretary
10:30-11:00 o Tea Break
11:00-12:00 | RGRTHRG & 127 I Arifa Mohsina 9
Assistant Professor
| N Techers Training College.Dhaka
12:00-1:00 | Citizen Charter Arifa Mohsina 10
Assistant Professor
o Techers Training College.Dhaka
1:00-2:00 Prayer & Lunch Break
2:00-3:00 Grivance Regressal System Arifa Mohsina 11
Assistant Professor
o Techers Training College.Dhaka
3:00-4:00 Lecture on about Services rules of bjri | Dr. Mahmud Al Hossain 12
1990 Director (Administration & Fin.)
| 4:00-4:15 : o Tea Break
4:15-5:15 Feedback, Certificate Distribution & Dr. Md. Mahbubul Islam 13

Closing

Director (cc), PTC Wing
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STRESS MANAGEMENT

MD. NURUZZAMAN,

P = &y PH.D,
,‘3\ o W STRESS) DIRECTOR
SRSy wey ¢ & (TRAINING)
N ‘ NAPD

e
¥

Our goals

mYou will be able to list physical, emotional
and behavioral signs of stress.

mYou will be able to create an action plan to
keep control over your own stressors.

Let’s define it!

In your own words, write down a definition of “stress.”

2l
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“the non-specific responsge of the body to any demand for
change.”
PRE 2

¢ a state of mental tension and worry caused by problems

in your life, work, etc”

“something that causes strong feelings of worry or
anxiety”

!Stress regults from an imbalance between demands and

fesource

= Lazus RS 2 0, S, (1984). Striss, Appraisal and Caping, NewYeik. Spanger

“Stress is the inability to cope with a perceived ox real
threat to ope's mental, physical, emotional, and spiritual
wellbeing ‘Wwhich results in a number of physiological
responses and adaptations.”

= Seaward, Brian 111994, Naonying s and Bartlatt, London.

+ Signs of Stress
Physical, Emotional & Behavioral

= Running Heart
= Shaky Hands/Legs
= High Blood Pressure

u Compressing Hands
= Headaches
= Tenseness
s Muscle Spasms

s Indigestion

+ Signs of Stress

Physical, Emotional & Behavioral

= Anxiety

= Fear

= [rritability
re———— = Impatience
EMOTIONAL

= Depression

» Inability to Focus

u Feeling Overwhelmed

» Guilt

+ Signs of Stress
Physical, Emotional & Behavioral
= Change in Appetite
s Difficulty Sleeping
u Forgetfulness
e, mActing Out
BEHAVIORAL

w Social Withdrawal/Avoidance

u Increased use of Caffeine and
Other Substances

m Loss of Concentration

a Mood Swings

i

i
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+ Can stress be positive?

o Stress can motivate you to meet your goals.
= The stress of a deadline can motivate you to finish the
assignment.

o A fire alarm can cause stress that alerts you to avoxd danger.

o Planning a vacation.

o Getting promoted at work.

G . st Se—
A here N Sopee +hmgs -

LA SoMe i Sy

+ Coping Strategies

= Be realistic: Set limits. Say no to extra responsibility or
activities if feeling overwhelmed.

# Stop being a champion: No one is perfect so don't expect
that from yourself or others. What really needs to get done? [s
a deadline realistic? Ask for help when needed.

= Take one thing at a time: When feeling overwhelmed by
many tasks, pick one urgent task. Complete one task before
moving onto another.

# Go easy on the criticism: Expectations for self and others
can be toohigh, setting people up to fail.

= Share feelings: Stay in touch with people! Friends can
provide a sounding board, show support and provide
guidance.

+ Ways to Manage Stress

w Exercise

® Eat Healthy

= Practicing Positive Self-Talk

» Limit Negative People in Your Life
®» Time Management

» Get Enough Sleep

= Meditation

w Art Therapy (Sketching, Journaling, Coloring, otc)

u Ask for help. (UConn’s Resources)

Positive Self-Talk
Your brain has difficulty vis_tializing “not”
doing something..

Bxample “Don’t get stressed out”
cxeates someone who' i 1s stressed out.

To stay positive, tell yourself, “lfeel calm
and relaxed, Tam confident and alert”

& You wxn create an m\age of someone who is
xelaxed

33
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" .
Meditation

@ Meditation can happen in a variety of different forms.

m Method of relaxation and reflection.

m B

) Action Plan

On g note card or plece of paper answer the following...
1) What is the biggest source of stress in your life
right now?
2) Is this a positive or negative stress? Why?

3) What (if anything) canyou do to eliminate this
stress in a positive manner from your life?

4 What healthy activity will you do to deal with this
stress?

5 What are some campus resources you are willing
to use to deal with this stress?

' 1 1.1 3 3 3 82 31 3 £ £ R 0L OLOIDOLOLOLPIDPDIPIIDTIITITIYYIYIY IO IV OOOOC®®M®®M®
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Leadership
Theories and Styles

*“Trust men and they
will be true to you; treat
them greatly and they
will show themselves to
be great.”

+ Ralph Waldo Emerson

10/15/2020

¢ A group of workers and their leaders are set a task
of clearing a road through-a dense jungle on a remote
island to get to the coast where an estuary provides
a perfectsite for a port.

* The leaders organise the labour into efficientunitsand
monitor the distribution and use of capital assets -
progress is excellent.

* The leaders continue to monitor and evaluate progress,
making adjustmentsalong the way to ensure the progress is
maintained and efficiency increased wherever possible.

* Then, onedayamidst all the hustle and bustleand activity,
one person climbs up a nearby tree. The person surveys the
scene from thetop of the tree.

A Leadership Story:

¢ And shoutsdown to the assembled group
below..,

* “Wrong Way!"

*“Management is doing things right,
leadership is doing the right
things” ' '

(Warren Bennis and Peter Drucker)
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- Types of Le

¢ Autocratic: Sk ;

e Leader makes t:leciéions without reference to
anyone else : e .

» High degree of dependency on the leader

« Can create de-motivation and alienation
of staff .. : iy s

« May be valuable in some types of business where
decisions need to be made quickly and ;
decisively : '

ad_grsh_ip Style ot

- Authorita ;ia n

¢ Sets goals individually

+ Engages primarily in one-way, downward communication
* Controlsdiscussions of followers °

e Sets policyand procedures unilaterally

+ Dominates interaction :

* Personally directs the completion of tasks

* Providesinfrequent positive feedback

“~ ¢ Rewardsobedience and punishes mistakes

¢ Exhibits poor listening skills
« Uses conflict for personal gain

.
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ypes of Leadership Style

*Democratic:

*Encourages decision making
from different perspectives - leadership
may be emphasised throughout
the organisation
« Consultative: process of consultation
before decisions are taken
' e Persuasive: Leader takes decision and

seeks to persuade others that the decision
is correct

10/15/2020

Types of Leadership Style

» Democratic:
* May help motivation and involvement

» Workers feel ownership of the firm and its
ideas

* Improves the sharing of ideas
and experiences within the business
* Can delay decision making

e

'Types of Le;gership Style

¢ Laissez-Faire: .
« ‘Let it be’ - the leadership responsibilities
are shared by all

» Can be very useful in businesses
where creative ideas are important

e Can be highly motivational,
as people have control over their working life

» Can make coordination and decision making
time-consuming and lacking in overall direction

« Relies on good team work

» Relies on good interpersonal relations

" » Paternalistic:

Types of Leadership Style

*Leaderactsasa ‘father figure’

« Paternalistic leader makes decision but
_.may consult

«Believes in the need to support staff
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“Change Leadershlp

® The most challenging aspect of business is leading
and managing change

* The business environment is subject to fast-paced
- economic and social change
¢ Modern business must adapt

and be flexible to survive

¢ Problems in leading change stem mainly from
human resource management

e
e ans
aSe g m

Leadership

I Theores of L.
R

Change Leadership . _Change Leadership

* Leaders need to be aware of how change impacts on
workers:

* Series of self-esteem states 1dent1ﬁed by Adams et al
and cited by Garrett
* Adams, ). Hayes, J.and Hopson, B.(eds) (1976) Transition: understanding . il
animan]aslnx_chauzmmg.mumnge London, Martin Robertson X / ~\\
* Garrett, V. (1997) Managing Change in School leadership for the 21* / \ 3
century Brett Davies and Linda Ellison, London, Rou;ledge £ 5
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Traits Approach to Leadership

¢ Trait Means-Individuality, Persona, Personahty
¢ Born with leadership traits
* Not sure what those characteristics were:
» Height
* Weight
» Appearance
« Intelligence
 Disposition
¢ Inconsistent findings

+ Certain traits may enhance the perception that
somebody is a leader

The»_o_ri,és"'of Légdershlp

¢ Trait theories:

+ Isthere a set of characteristics that determine a_

good leader?
* Personality?
* Dominance and personal presence? -
*« Charisma?
« Self confidence?
» Achievement?
= Ability to formulate a clearvision? -

Theories ofwl;zrk"édershlp

¢ Trait theories:

» Are such characteristics inherently
- gender biased?

* Do such characteristics produce good
leaders?

« Is leadership more than just bringing
about change?

¢ Does this imply that leaders are born not
~bred?

51



Theory X and Theory Y

* Douglas McGregor; MIT Professor
* Identified two approaches to supervision:
* Theory X: These managers think people
do not like to work and like strict
supervision.

*TheoryY: These managers think work is a
source of satisfaction and want the
responsibility.

10/15/2020

Theory X

* People don't like to work and will avoid it.

¢ People do not have ambition and want to be
led or controlled.

* The threat of punishment makes them
work.

- ¢ People do not want responsibility.
* Peopleare resistant to change.
* Peopleare gullible and not very smart.

Theory Y

¢ The average person does not mherently dlshke
work.

» People will exercise self-direction and self control
in the performance of their jobs.

* The average person learns under proper
circumstances not only to accept to but to seek
responsibility. :

¢ The proper leadérship can bring out these qualities
in workers.

Blake and McCanse’s Lea'dershup Grid

* Hasalsobeen called the Managerial Grid
* Focuses communication styles

* 1,t Impoverished Mgt

* 9,1 Authority-Compliance

* 5,5 Middle of the Road Management

+ 1,9 Country Club Management

* 9,9 Team Management
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Theories of Leadership

Theories of Leadership

¢ Contingency Theories: ¢ May depend on:

¢ Leadership as being more flexible - * Type of staff
different leadership styles used at different - e History of the business

. times depending on the circumstance. * Culture of the business

» Suggests leadership is not a fixed series of * Quality of the relationships
characteristics that can be transposed into -+ Nature of the changes needed
different contexts ' ¢ Accepted norms within the institution

S3




Theories of Leadership

* Transformational:
* Widespread changes
to a business or organisation
¢ Requires: :
» Long term strategic planning
» Clear objectives - e
¢ Clear vision
» Leading by e)&ample ~walk the walk
» Efficiencyof systems zihd processes

10/15/2020

heories of Leadership

¢ Invitational Leadership: :
* Improving the atmosphere and message sent out

by the organisation
~* Focus on reducing negative messages
sent out through the everyday actions of the
business both externally and, crucially,
internally : o .
¢ Review internal processes to reduce these
* Build relationships and sense of belonging and
~ identity with the organisation - that gets
communicated to customers, etc.

Theories of Leadership -

@ Transactional Theories: .
 Focus on the management of the
organisation ‘ i
» Focus on procedures and efficiency
. Focus'.o'h working to rules and contracts
» Managing current issues and problems

.

* Factors Affecting Style
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Learning Objectives

+ Explain why conflict arises, and identify
the types and sources of conflict in
organizations.

» Describe conflict management strategies
that managers can use to resolve conflict
effectively.

» Understand the nature of negotiation and
why integrative bargaining is more
effective than distributive negotiation.

Manakging C‘onﬂict, Politics,
and Negotiation

17-2

Organizational Conflict

Learning Objectives

. » Describe ways in which managers can § - Organizational Conflict
promote integrative bargaining in : —The discord that arises when goals,
organizations ' interests or values of different individuals or
) L groups are
» Explain why managers need to be s incompatible

attuned to organizational politics, and . and those people
: block or thwart

describe the political strategies thgt each other's efforts |
managers can use to become politically to achieve their :

skilled. objectives.

73 L 174
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Organizational Conflict

» Organizational Conflict

- Conflictis inevitable given the wide range of

goals for the different stakeholder in the
organization.

175

Types of Conflict

The Effect of Conflict on Organization
Performance

10/15/2020

Types of Conflict

Organizational
conflict :

* Interpersonal Conflict

- Conflict between individuals due to
differences in their goals or values.

+ Intragroup Conflict

- Conflict within a
group or team.

17-8
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Types of Conflict

+ Intergroup Conflict

-- Conflict between two or more teams, groups
or departments.

- Managers play a key role in resolution of
this conflict

+ Interorganizational Conflict
- Conflict that arises across organizations.

17-9

10/15/2020

Sources of Conflict

Organizational |
conflict

F . = Task
TRS0UNRS i interdepende!

Sources of Conflict

- Different Goals and Time Horizons
— Different groups have differing goals and
focus.
« Overlapping Authority

- Two or more managers claim authority for
the same activities which leads to conflict
between the managers and workers.

17-11

B Task Interdependencies

Sources of Conflict

— One member of a group or a group fails to
finish a task that another member or group
depends on, causing the waiting worker or
group to fall behind.

+ Different Evaluation or Reward

Systems

~ A group is rewarded for achieving a goal, but
another interdependent group is rewarded
for achieving a goal that conflicts with the
first group.

17-12




Sources of Conflict

+ Scarce Resources

- Managers can come into conflict over the
allocation of scare resources.
+ Status Inconsistencies

~Some individuals and groups have a
higher organizational status than
others, leading to conflict with lower
status groups.

10/15/2020

Conflict Management Strategies

* Functional Conflict Resolution

~ Handling conflict by compromise or
collaboration between parties.

17-13

Conflict Management Strategies

Compromise

- each party is concerned about their goal
accomplishment and is willing to engage in
give-and-take exchange to reach a
reasonable solution.

« Collaboration
— parties try to handle the conflict without
making concessions by coming up with a

new way to resolve their differences that
leaves them both better off.

17-14

Cdbflict Management Strategies

+ Accommodation
—one party simply gives in to the other party
+ Avoidance

—two parties try to ignore the problem and do
nothing to resolve the disagreement

17-16
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Conflict Management Strategies Strategies Focused on Individuals
» Competition ‘B . Increasing awareness of the sources of
~each party tries to maximize its own gain conflict
and has little interest in understanding the \ M |ncreasing di\/ersity awareness and skills

ther's position S :
° P + Practicing job rotation

+ Using permanent transfers or dismissals
when necessary

1717 R 1718

Sgi'ategies Focused on the Whole

Organization Negotiation
» Changing an * Negotiation
organization’s — Parties to a conflict try to come up with a
structure or , solution acceptable to themselves by

considering various alternative ways to
allocate resources to each other

culture

+ Altering the
source of conflict

17-19 1720

59




Negotiation

+ Third-party negotiator

-an impartial individual with expertise in
handling conflicts

~helps parties in conflict reach an acceptable
solution

17-21

Distributive Negotiation

+ Distributive negotiation
- Parties perceive that they have a “fixed pie”
of resources that they need to divide
— Take a competitive adversarial stance
-~ See no need to interact in the future

- Do not care if their interpersonal relationship
is damaged by their competitive negotiation

17-23

10/15/2020

Third-party Negotiators

+ Mediators

- facilitates negotiations but no authority to
impose a solution

» Arbitrator
- can impose what he thinks is a fair solution

to a conflict that both parties are obligated
to abide by

172

Integrative Bargaining

* Integrative bargaining
~ Parties perceive that they might be able to
increase the resource pie by trying to come
up with a creative solution to the conflict
-~ View the conflict as a win-win situation in
which both parties can gain

- Handled through collaboration or
compromise

17-24
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Strategies to Encourage
Integrative Bargaining

Organizational Politics

+ Emphasizing superordinate goals + Organizational Politics
- goals that both parties agree to regardless - The activities managers engage in to
of the source of their conflict increase their power and to use power
» Focusing on the problem, not the people . effectively to achieve their goals or

. . overcome resistance or opposition.
+ Focusing on interests, not demands

+ Creating new options for joint gain
+ Focusing on what is fair

17:25 S 17-26

The Importance of Organizational
Politics

Organizational Politics

* Politics
~ Can be viewed negatively when managers
actin self-interested ways for their own
benefit.

-~ Is also a positive force that can bring about
needed change when poalitical activity allows
a manager to gain support for needed
changes that will advance the organization.

» Political strategies

- Specific tactics used to increase power and
use it effectively to influence and gain the

_ support of other people while overcoming

- - resistance

17-28
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Figure 17.5

Political
Strategies
for
Exercising

Power

17-31
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Political Strategies for Gaining and
Maintaining Power

Strategies
Controiling Uncertainty

Reduce uncertainty for others in the firm

Being Irreplaceable

Develop valuable special k ledge or
skills

Being in aCentral
Position

Have decision-making control over the
firm’s crucial activities and resources

Generating Resources

Hire skilled people or find financing when
itis needed

Building Alliances

Develop mutually beneficial relations
with others inside and outside the
organization

17-30

Strategies for Exercising Power

Strategies

Relying on Objective
Information

Providing impartial Information causes
others to feel the manager's course of
action is correct.

Bringing inan Outside
Expert

Using an expert’s opinion to lend
credibility to manager’s proposal

Controlling the Agenda

Influencing those Issues included (and
those dropped) from the decision
process.

Making Everyone a
Winner

Making sure that everyone whose
supportis needed benefits personally
from providing that support. .

17-32
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Human Relations

Motivation

10/15/2020

Human Relations |

AR S

Human Relations

Would you go get a dollar?.

o
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Human Relations

Human Relations
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Would you go get a million dollars?

Human Relations

Alilother Model of Motivation

NEED- BEHAVIOR-
* 1 Creates desive to Taking action to
tulfilt need. fTulfilt needs.
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Human Relations

Wants and Needs

Human Relations

Wants and Needs

10/15/2020

Human Relations

Maslow’s Hierarchy of Needs Theory

63



Motivators
influence level
of satisfaction,

Hygiene factors  {
influence level &
f dissatisfaction,

Proceés Theory

A group of theories that explain how pegple select behaviors with which to meet

Acquiredﬁ Needs Theory

. }New Methods of M‘otivatioh”

10/15/2020
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Basic Motivaﬁon Model

Motivational Source Fields

Application of Motivation
Theories

Methods for Enhancing Motivation
eherr: : ; sk
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e New Methods for Motivating

 Bom s s Workers
Motivating Generations

——— s

l Human Relations Human Relations

How can we use Motivation Theory - More thoughts on Motivation
_to get what we want? ; 5 in Business
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