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17.2.0 INDUSTRIALORGANISATIONANDMANAGEMENT

17.2.1 Introduction
Thismoduleunitisdesignedtoequipthetraineewiththe
knowledgeskillsandattitudesfororganizational
managementfortechnicaloperatorsandsubsequently
managersoftheindustrialplantproductionand
manufacturingservices.Thepurposeofthemoduleunitis
toequipthetraineewithskillsofthehumanandmaterial
resourcesmanagementtoenhanceproductivityinthe
mechanicalproductionandservicesindustry.

Traineesundertakingthismodulewillrequireknowledgeof
communicationskillsandMathematics(statistics).

17.2.2 GeneralObjectives
Bytheendofthemoduleunit,thetraineeshouldbeableto:
a) understandthetheoriesofmanagement
b) applymanagementskillsinhis/herfield
c) managethehumanresourcesappropriatelyto

maximizeproduction
d) planandcontroltheproductionprocesses
e) acquiretheknowledgeofprocurement,storingand

costingofaproduct
f) demonstrateinnovationindesignanddevelopmentof

industrialproduction

17.2.3 ModuleSummaryandTimeAllocation
IndustrialOrganizationandManagement

Code Sub-Module
Unit

Contents Time
Hrs

17.2.1 Management
Theory

 Theoriesof
management

 Moderninfluenceson
theworkofpioneersof
management

 Contributionsof
managementtheories
inmodernday
organisation
management

10

17.2.2 Organisation
Structures

 Theoriesof
organisation

8
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Code Sub-Module
Unit

Contents Time
Hrs

 Typesoforganisation
structuresandcharts

 Needfordelegationin
organisation

 Problemsassociated
withdelegation

 Authorityand
responsibility

 Decisionprocessin
organisation

 Conceptof
managementby
objectives(MBO)

17.2.3 Plant
Maintenance

 Functionsof
maintenance
department

 Typesofmaintenance
 Factorsaffectingplant

reliability
 Procedureofsettingup

maintenanceschedule/
plan

 Centralizedand
decentralized
maintenance

8

17.2.4 Material
Procurement
andStores
Control

 Meaningof
procurement

 Methodsof
procurement

 RoleofPublic
Procurementand
DisposalActinan
organisation

 Storesprocedure
 Methodsofstock

control
 Typesofstores
 Storesdocuments
 Stockcontrollevels

8

17.2.5 Production
Planning
Control

 Functions/objectives
ofproductionplanning

 Factorsaffecting

8
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Code Sub-Module
Unit

Contents Time
Hrs

production
 Needforproduct

design
 Stagesofproduct

designand
development

 Objectivesof
productioncontrol

 Activitiesofproduction
control

17.2.6
WorkStudy  Objectivesofwork

study
 Limitationsofwork

study
 Phasesofworkstudy
 Methodstudy
 Workmeasurement
 Techniquesofwork

measurement
 Motionstudy


6

17.2.7 Human
Resource
Management

 Functionsofhuman
resourcemanager

 Needforstaff
recruitmentin
organisation

 Sourcesofstaff
recruitment

 Processofstaff
recruitment

 Objectivesofstaff
training

 Stafftrainingmethods
 Staffappraisal
 Methodsofstaff

appraisal

8

17.2.8 Economics  Economicsand
engineering

 Factorsofproduction
 Scarceresourcesand

decisionmaking
 Opportunitycost

8
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Code Sub-Module
Unit

Contents Time
Hrs

 Productionpossibility
curve(frontier)

17.2.9 Office
Administratio
n

 Functionsofanoffice
 Typesofofficelayout
 Howanofficecanbe

organized
 Typesoffiling
 Methodsoffiling
 Officeequipment

6

17.2.10 Estimating
andCosting

 Elementsofcost
 Coststructure
 Unitcost
 Marginalcosting

6

Total 66
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Content
17.2.1T1 Theoriesof

management
i) Classicaltheory
ii) Scientifictheory
iii) Bureaucratic

theory
iv) Administrative

theory
v) Human

relationstheory
vi) Behavioural

theory
operational
research

17.2.1T2 Pioneersof
management

17.2.1T3 Contributionof
managementtheories
inmodernday
management

17.2.2 ORGANIZATION
STRUCTURES

Theory

17.2.2T0 Specific
Objectives

Bytheendofthesub-
moduleunit,the
traineeshouldbeable
to:
a)explainvarious

theoriesof
organisation

b)identifyvarious
typesof
organisation
structures

c) differentiate
betweenauthority
andresponsibility

d)explainthe
problems

associatedwith
delegation

e)describethe
decisionmaking
process

f) explainthe
conceptsof
managementby
objectives(MBO)

17.2.2C Competence
Thetraineeshould
havetheabilityto
draworganisation
structureandapply
correctdecisions
makingProcessin
managingan
organisation

Content
17.2.2T1 Theoriesof

organisation
i) Cybernetics
ii) Formal
iii)Informal

17.2.2T2 Typesoorganisation
structures
i) Vertical
ii) Horizontal
iii)Circular
iv)Functional
v) Matrix

17.2.2T3 Authorityand
responsibility
i) Accountability
ii) Spanofcontrol
iii)Responsibility

17.2.2T4 Delegationproblems
i) Accountability
ii) Spanofcontrol
iii)Staff

17.2.2T5 Decisionmaking
(factors)
i) Environment
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ii) Government
regulations

iii) Society
iv) Internal

environment
v) Companypolicies

17.2.2T6 Managementby
objectives
i) Organizational

tasks
ii) Groupobjectives
iii) Evaluation
iv) modification

17.2.3 PLANT
MAINTENANCE

Theory

17.2.3T0 SpecificObjectives
Bytheendofthesub-
moduleunit,the
traineeshouldbeable
to:
a)describethe

functionsofplant
maintenance

b)describethe
typesofplant
maintenance

c) describethe
proceduresof
settingup
maintenanceplan

d)explainthe
factorsaffecting
thereliabilityof
theplant

e)describe
centralizedand
decentralized
maintenance

17.2.3C Competence
Thetraineeshould

havetheabilityto
preparemaintenance
schedulefortheplant

Content
17.2.3T1 Functionsofplant

maintenance
department
i) Installation
ii) Modification
iii) Efficient

management
iv) Equipment

appraisal
17.2.3T2 Typesofplant
maintenance

i) Planned
maintenance

ii) Preventive
iii) Corrective
iv) Running
v) Shutdown
vi) Unplanned
vii) Emergency

breakdown
viii) Centralized

maintenance
ix) Decentralized

maintenance
x) Advantagesand

limitationsof
centralizedand
decentralized
maintenance

xi) Conditionbased
xii) Predictive

maintenance
17.2.3T3 Proceduresofsetting

upmaintenanceplan
i) Inventory
ii) Maintenance
iii) Programme
iv) Production

schedules
v) Material
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resources
vi) Jobcards
vii) Workorder
viii) Workrequest
ix) Workstudy
x) Planningcharts
xi) Safety

17.2.3T4 Factorsaffecting
plantreliability

i) Plantdesign
ii) Maintenance
iii) Optimum useof

resources
17.2.3T5 Centralizedand

decentralized
maintenance

17.2.4 MATERIALS
PROCUREMENTAND
STORESCONTROL

Theory

17.2.4T0 SpecificObjectives
Bytheendofthesub-
moduleunit,the
traineeshouldbeable
to:
a)explainterm

procurement
b)explain

procurement
procedure

c) describethe
storesprocedure

d)describe
documentsused
instorekeeping

e)determinethe
stocklevels

f) describevarious
typesofstores

17.2.4C Competence
Thetraineeshould

havetheabilityto
maintainoptimum
stocklevelsfor
productionprocess

Content
17.2.4T1 Meaningof

procurement
17.2.4T2 Procurement

procedure
i) Quotation
ii) Tendering
iii) Spotpurchase
iv) Contract
v) RoleofPublic

Procurementand
DisposalActinan
organisation

17.2.4T3 Storeprocedure
i) Receiving
ii) Storing
iii) Requisition
iv) Issuing
v) LIFO
vi) FIFO
vii) FILO

17.2.4T4 Documentsusedin
storekeeping

i) Stockrecord
card

ii) Bincards
iii) Storesledger
iv) Computerbased

systems
17.2.4T5 Calculatestocklevels

i) Maximum stock
level

ii) Minimum stock
level

iii) Re-orderlevel
iv) Economicorder

quantity(EOQ)
17.2.4T6 Typesofstores

i) Centralized
store
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ii) Decentralized
stores

SuggestedLearningResources
i) Storedocuments
ii) Bincards
iii) Storesledger
iv) stockcard
v) Public

Procurementand
DisposalAct
documents

17.2.5 PRODUCTION
PLANNING CONTROL

Theory

17.2.5T0 SpecificObjectives
Bytheendofthesub-
moduleunit,the
traineeshouldbeable
to:
a) explainthe

functionof
production
planning

b) explainfactors
affecting
production
planning

3) describemethods
ofproduction

d) describetheneed
forproduct
design

e) describestages
ofproductdesign
anddevelopment

f) explainthe
objectivesof
production
control

g) describethe
activitiesof

production
control

17.2.5C Competence
Thetraineeshould
havetheabilitytoplan
aproperlycoordinated
productionprocess

Content
17.2.5T1 Functionsof

productionplanning
i) Selectionof

process
ii) Abreakdownof

parts
iii) Decisionto

produceor
purchase

iv) Planningthe
machines,
equipmentand
tools

v) Developmentof
machine
operations

vi) Developmentof
timestandard

vii)Routing
viii)Making

production
schedules

17.2.5T2 Factorsaffecting
planning

i) Environmental
ii) Political
iii)Legal
iv)Socio-

economic
v) Technological

17.2.5T3 Methodsof
production

i) Jobbing
ii) Batch
iii)Flow
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iv)Mass
v) Process

17.2.5T4 Needforproduct
design

i) Optimization
ofmaterial
resources

ii) Optimization
of
manufacturin
gprocess

iii)Reductionof
cost

iv)Standardizatio
n

v) Specialization
vi)Simplification
vii)Marketing

requirements
17.2.5T5 Stagesofproduct

designand
development

i) Idea
generation

ii) Preliminary
designand
sketches

iii)Analysisof
design

iv)Evaluation
v) Functional

design
vi)Finaldesign
vii)Prototyping
viii)Production

design
17.2.5T6 Objectivesof

productioncontrol
i) Primepurpose
ii) Minimizing

idlenessof
machinesand
man

iii) Meeting
promisesto

customer
iv) Inventory

turnover
v) Qualityofthe

product
17.2.5T7 Activitiesof

productioncontrol
i) Routing
ii) Scheduling
iii) Follow-up
iv) Processing
v) Dispatching
vi) Programming

SuggestedLearningResources
i) Charts
ii) Model
iii) Prototypes

17.2.6 WORKSTUDY

Theory

17.2.6T0 SpecificObjectives
Bytheendofthesub-
moduleunittrainees
shouldbeableto:
a)explainthebasic

conceptofwork
study

b)describethe
conditions
limitingthe
utilizationofwork
study

c) explainthe
phasesofwork-
study

d)explainthe
objectivesof
methodstudy
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e)describethe
techniquesused
inwork
measurements

17.2.6C Competence
Thetraineeshould
havetheabilityto
calculatestandard
timesanddetermine
thedurationofagiven
taskatminimum cost

Content
17.2.6T1 Objectivesofwork
study

i) Productivity
ii) Costreduction
iii) Methodsof

production
iv) Time

17.2.6T2 Limitationsofwork
study
i) Physical

facilities
ii) Workers

resistance/resent
ment

17.2.6T3 Phasesofworkstudy
i) Methodstudy
ii) works

measurement
17.2.6T4 Objectivesof

methodstudy
i) efficiency
ii) optimum

utilizationof
resources

iii) personneland
equipment

iv) cost
effectiveness

17.2.6T5 Techniquesofwork
measurement

i) time

ii) activity
iii) sampling
iv) synthesis
v) analytical

estimating
vi) PMTS

(predetermined
motiontime
systems)

SuggestedLearningResources
i) Flowchart

diagrams
ii) Reference

work/textbooks

17.2.7 HUMANRESOURCE
MANAGEMENT

Theory

17.2.7T0 SpecificObjectives
Bytheendofthesub-
moduleunittrainee
shouldbeableto:
a)describethe

functionsofaHR
manager

b)describetheneed
forstaff
recruitment

c) identifysources
oflabourinstaff
recruitment

d)describestaff
recruitment
process

e)describethe
objectivesofstaff
training

f) describethe
methodsofstaff
training

g)describethe
objectivesofstaff
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appraisal
h)describethe

methodsofstaff
appraisal

17.2.7C Competence
Thetraineeshould
havetheabilityto
superviseworkand
assignappropriate
taskstothepersonnel

Content
17.2.7T1 FunctionsofHR

managerTraining
Recruitment

i) Wages
ii) Salary
iii)Welfare
iv)Health
v) Safety
vi)Industrialdispute
vii)Publicrelations
viii)Industrialrelations

andconflict
resolution

17.2.7T2 Needforstaff
recruitment
i) Labourturn-over
ii) Newtechnology
iii) Expansion
iv) Production
v) Demand
vi) Retirement
vii)Replacement

17.2.7T3 Sourcesoflabour
i) Internal
ii) External

17.2.7T4 Staffrecruitment
process
i) Personnel

specification
ii) Jobspecification
iii) Advertising
iv) Shortlisting

v) Interviewing
vi) Engagement

17.2.7T5 Objectivesoftraining
staff
i) Newtechnology
ii) Retention
iii) Personnel

development
iv) Organizational

development
v) Motivation

17.2.7T6 Trainingmethods
i) Vestibule
ii) Induction
iii) Seminars
iv) Externalcourses
v) Internalcourses
vi) On-the-job

training
vii)Apprenticeship
viii)Workshops
ix) Grouptraining
x) Roleplaying

17.2.7T7 Objectivesofstaff
appraisal

i) Promotion
ii) Training
iii) Changeofstaff

17.2.7T8 Methodsofstaff
appraisal

i) Grading
ii) Personnel

specification
iii) Job

specification

SuggestedLearningResources
i) Referencebooks
ii) Charts
iii) EmploymentAct

document

17.2.8 ECONOMICS

Theory
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17.2.8T0 SpecificObjectives
Bytheendofthesub-
modulethetrainee
shouldbeableto:
a)describethe

conceptof
economics

b)describethe
factorsof
production

c) describethe
relationship
betweenscarce
resourcesand
decisionmaking

17.2.8C Competence
Thetraineeshould
havetheabilityto
utilizefactorsof
productiontorealize
profitability.

Content
17.2.8T1 Importanceof

economicsin
engineering
i) Wealthcreation
ii) Engineersare

involvementin
reductionof
humaneffort

17.2.8T2 Factorsofproduction
i) Labour
ii) Land
iii) Capital
iv) Entrepreneurship
v) Marketresearch
vi) Geographical

location
vii)Politics
viii)Statutory

requirements
17.2.8T3 Relationshipbetween

scarceresourcesand
decisionmaking

i) Grossnational
product

ii) Gross
domestic
product

iii)National
income

iv)Market
economy

v) Demand
curves

vi)Supplycurves
vii)Opportunity

cost

SuggestedLearningResources
i) Reference

books
ii) Charts
iii)Statisticson

national
incomefrom
Government
Agency

17.2.9 OFFICE
ADMINISTRATION

Theory

17.2.9T0 SpecificObjectives
Bytheendofthesub-
modulethetrainee
shouldbeableto:
a)outlinefunctions

ofoffice
b)describetypesof

ea
sy
tve
t.c
om



198

officelayout
c) describetypesof

filing
d)explainhowan

officecanbe
organized

e)explainmethods
offiling

f) identifyanduse
officeequipment

17.2.9C Competence
Thetraineeshould
havetheabilityto
manageanofficeand
resourceseffectively

Content
17.2.9T1 Functionsofoffice

i) Coordination
ii) Assignmentof

responsibilities
iii)Conflict

resolution
iv)Qualitycontrol
v) Keeping

organization
records

17.2.9T2 Officelayout
i) Openoffice
ii) Closeoffice

17.2.9T3 Typesoffiling
iii)Verticalfiling
iv)Horizontalfiling

17.2.9T4 Howanofficecanbe
organized
i) Routinetasks
ii) Non-routine
iii)Workschedule
iv)Organization

structure
17.2.9T5 Methodsoffiling

i) Alphabetical
ii) Geographical
iii)Numerical

iv)Chronological
17.2.9T6 Identificationanduse

ofofficeequipment

SuggestedLearningResources
i) Modeloffice
ii) Officeequipment
iii)telephone
iv)fax
v) computers
vi)filingcabinets
vii)typewriters

/teleprinter
viii)furniture

17.2.10 ESTIMATINGAND
COSTING

17.2.10T0SpecificObjectives
Bytheendofthesub-
modulethetrainee
shouldbeableto:
a)describeelements

ofcost
b)determinethecost

ofaprocessor
product

c) calculatebreak-
evenpointfrom
thegivendata

17.2.10C Competence
Thetraineeshould
havetheabilityto
determinebreak-even
pointandthecostof
producingagiven
component

Content
17.2.10T1Elementsofcost
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i) Materialcost
ii) Labourcost
iii) Expenses(direct

andindirect)
17.2.10T2Cost
17.2.10T3Break-evenpoint

- Plot
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