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CONCEPTOFCHANGE

CHANGEReferstotheprocessofmakingsomethingcompletelydifferent

Or

Refers to the process ofgiving an objecta completelydifferentform of

appearance

Typesofchange

Therearedifferenttypesofchangethattakeplacewheninanenterprise

DevelopmentalChange.Thisisthetypeofchangethattakesplacewhenan

organizationmakesanimprovementtothecurrentbusiness.Thisimprovement

canbeinmethodsofproduction,performanceandproductionprocess

Transitionalchange.This involves replacing the existing processes and

performancestandardswithsomething new completelyinanenterprisefor

exampleproductionofnewproduct,implementingnewtechnology.

Transformationalchange.This is the type ofchange thatinvolves both

developmentalandtransitionalchangeanditoccursinacycleofevents.Itdeals

withmakingdrastictransformationinbusinessratherthanmethodologically

implementingnewprocesses.

FACTORSTHATLEADTOCHANGEINABUSINESS

Competition.Businessesmakechangesintheirproductionprocesstoimprove

onthequalityoftheirproductsinordertooutcompetethecompetitors.

Change in technology. Since technology always changes it makes an

entrepreneurto look fornew technologicaldevelopments to enable them

producenewproductstosatisfyneedsofcustomers.

Changeindesire.Thisleadstoadoptionofnewchangesbybusinessinorderto

addressthechangingdesiresandattitudesoftheentrepreneur.

Environmentalchange.Changesinenvironmentduetopollutionwhichforcesthe

business to adoptnew methods ofproduction in orderto overcome the

environmentalthreats.

Socialchanges.Changeinpopulationgrowth,customers’needsleadtoadoption

ofnewchangesinordertosatisfytheneedsofthegrowingpopulation.

Economicchanges.Changesineconomicfactorslikeinflationleadstoadoption

ofnewchangesinordertomatchwiththeprevailingeconomicfactors.

Efficiency.Businesschangesinthemethodsofproductioninordertobecome
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moreefficientandeffectivebyutilizingtheavailableresourceslikecapital,time,

labourwithoutwaste.

Change in government laws and policies.Different changes as regards

governmentstandardse,gqualitystandardsforcethebusinesstochangeits

operation.

Changeinthecompany’sstrategies.Whenmanycompaniesmergetogether,the

organizationalstylechangesthewayofacting.

Changeinmarketconditions.Forexample,developingE-commercehasledto

manyorganizationstochangetoInformationTechnology.

Change in employees’attitudes.Attitudes like dissatisfaction ofemployees

impacts on managementstyle thatis need to reduce inflexibility among

employeesbecauseasemployeestakelongdoingthesamework,theyeven

becomebossesofthemselves.

STEPSTAKENWHENCOPINGWITHCHANGE

1.Understandingthesituation.Thisinvolvesunderstandingwhatthedriving

forcesforchangeandhow changewillaffectthebusinessinshortand

longrun.

2.Definingtheproblems.Theentrepreneuridentifiestheproblemsfacingthe

business,hedefinestheproblemsandtakesactionsbytakingadvantage

ofnewchanges.

3.Finding alternatives.Possiblesolutionsto theidentified problemsare

listed.Thereisneedtocomparetheeffectsofeachalternativesolutionto

business.

4.Selectingthecourseofaction.Afterthealternativeshavebeenlistedand

analyzed,thereisabestalternativetobeselectedtosolvetheproblem.

5.Implementingthesolutionandmakeafollow-up.Theactionistakenand

effectsarefollowedtoseewhethertheproblem wassolved.

EFFECTSOFCHANGEINBUSINESS

Positiveeffects/importanceofchangetotheenterprise

 Leadstoadoptionofnew technology.Thishelpstoincreaseproductivity

andgooddeliveryofgoodsandservicesandproductionofgoodquality

products.

 Ithelpsthebusinesstorespondtochangestoneedsofthecustomersby

openingupnewopportunitiestomeetcustomers’needsandtheirdesires.
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 Leadstoincreasedefficiencyoflabourwiththebusinessespeciallywith

theadoptionofnewtechnologyhencemeetingtheneedsofcustomers.

 Facilitiesgrowthofopportunitiessinceemployeesaregivenachanceto

learnnewskillsandexplorenewopportunitiesthereforethisneedstraining

ofemployeesinnewskillstoadjusttochange.

 Changeencouragesorganizationandemployees’creativitywithintheir

businesswhichenablesthem tomeetmarketneeds.

 Ithelpsinchallengingstatusquo-system forexamplechangestatusinto

new waysoflookingatcustomer’sneeds,new waysofproduction,how

faster,betterandqualityservices.

 Ithelpsthebusinesstodeterminethedirectionofthecountry’seconomy

henceavoidingoverandunderproduction

 Ithelpsthebusinesstocomeupwithnewideasandinnovationsinorder

tosatisfymarketneeds.

 Promotesconfidenceamongworkersespeciallywhentheirideaswork

successfullytocauseachangeinbusiness.

 Promotesteam workduetocontinuousconsultationandnewideas.

 Change enables the business to stay ahead ofits competitors by

producingproductsthatmeetcustomers’needs.

 Itenables the entrepreneurto exploitidle resources by identifying

opportunitiesintheeconomy.

Negativeeffects/Disadvantagesofchange

 Leads to overreliance on technologysuch as computers and other

technological machines which may sometimes disrupt production

activitiesduetomechanicalissues.

 Leadstogeographicalrelocationofworkersandindustries.Thelocationof

thebusinessislikelytochangeandthepositionsoftheworkerswhich

maybetooexpensive.

 Leadstochangeofjobsandredundancyofworkersespeciallythosewho

can’tcopeupwithnewchanges.

 Itcanleadtoincreaseinthecostofproductioninthebusinessintheshort

runduetoneedtoimplementnewchanges.

 Itincreasesjobinsecurityonthesideofemployeesespeciallytothose

whofailtoadopttonewchanges.
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 Change forces employees to acquire new skills ormodify existing

competencessoastoadopttonewchangeswhichcanbesocostly.

 Increasedcomplexity.Changeleadstoincreasedcomplexitymethodsof

production because it involves new techniques which tend to be

complicatedtotheusers.

REASONSWHYPEOPLERESISTCHANGE

 Changebenefitsfew peopleandhurtsothers,thereforeitisresistedby

peoplewhoarelikelytobeaffected.

 Itrequiresalotoftrainingandtimewhichmajorityofthepeopledon’twant.

 Itrequiresfinancialinvestmenthenceanenterprisemaynothaveready

cashtomeettherequiredrequirementsthusendingupresistingit.

 Itisassociatedwithjobinsecuritythereforepeoplefearto losetheir

currentjobs.

 Theincapabilityofhandlingnewchangesmostpeoplearenotcapableof

handlingnewchangesduetolackofself-confidence.

 Negative consequences ofchange.People resistchange because it

benefitsfewpeopleattheexpenseofothers.

 Prideandsturbonness.Peopleresistchangebecausetheytakepridein

beingstubbornandindependent.Theyalwayswishtoinitiatetheirown

changesinthebusiness.

 Lackofhopeforthingstogetbetter.Somepeoplehaveabeliefthatsome

changescan’tworkinanorganizationhenceresistingitbecauseoflossof

hope.

 Lackofinterestamongstakeholders.SomestakeholderslikeShareholders,

Customers,employees maynotbe interested in the changes unless

educated.

 Differentpersonalambitionsortargetsamongstakeholdersmaycause

peopletoresistchange.

 Irritation.Someworkersfeeltobeburdenedbythechangehenceopposing

it.

 Changeisassociatedwithshortterm economichardshipsbeforelong

profitsarereleased

 Whenthebusinessoperationsaregoingonsmoothlyandsecurethen

changeisresistedduetofeartofaceitsnegativeeffects.
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Techniques/Waystofoster/promotechangeinanorganization

 Givingclearexplanationwhychangeistakingplace.Thereshouldbe

formalandinformalmeetingsinwhichleaderscanexplainwhychangeis

takingplaceanditsimpacttotheorganization.

 Training employees.Providing adequate training to workers helps to

reducetheexcusesthatchangecannotbeimplemented.

 Rewardingsuccess.Simpleacknowledgementorawordofthanksfor

whatsomeonehasdonewillmakealotofdifferenceintheattitudeof

employeesregardingchange.

 Havingearlycommunicationanddiscussionsforchangetotakeplacein

ordertoenableworkersbereadyforchange.

 Involvingthosewhoresistintheprocessofchangesuchthattheymaybe

responsibleandconcerned.

 Usingmanagerialauthorityandstatustopromotechangeinthebusiness.

 Encouragingfeedbackonprogress.Peoplemaybemorelikelytoaccept

changeiftheyhaveachancetotelltheirleaderstheirviewsandideas.

 Offeringextrabenefitslikeallowances,bonuses,promotionstothosewho

embracechange.

 Encouragingandsupportingthosewhoinvolveinchangeinordertobuild

theirmorale.

 Assessingthereadinessoftheemployeesandadministratorstowards

handlingthenewchanges.

Factorsconsideredwhenplanningforchange.

Referstothecriticalareaswherebusinessmustputinalotofeffortwhen

planningforchange.

 Capital.Aschangestakeplacemorecapitalisrequiredtofacilitatechange.

 Raw materials.With change raw materials maybe verydifficultand

expensivetoobtain

 Technology.This willhelp to manufacture the products and improve

performance.

 Market.Thisalsochangesduetoinflationandchangeincustomers’needs.

 Labour.Thiswillbecomeabundantandavailableduetothechanges

 Governmentregulations.Thiswillincreaseinordertomakethecountry
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prosperous

 Management.Businesswillhavetobemanagedbyprofessionalsinorder

tosucceed

CONCEPTOFCREATIVITY

Creativityrefersto theabilityto comeup with innovativesolutionsto the

customers’needsandmarketthem.

Or

Referstotheabilitytodevelopnewideasandtodiscovernewwaysoflookingat

theproblem andopportunitiespotentialforsuccess.

NB:Creativityinvolvecomingupwithuniqueandappropriateideas.

Characteristics/featuresofcreativepeople

1.Originality.Creativepeoplearecapableofdoingsomethingthatnoone

elsehasdone.Theythinkofanidea,redesignitandmakesomethingnew

outofit.

2.Flexibility.Creativepeopleareflexibleandalwayslearncurrentinventions.

Theyarealsocapabletchangetheirworkinrelationtotheirlivesand

learningnewthingsingeneral.

3.Independentthinking.Creativepeoplealwaysthinkforthemselves.They

areobservantandanalysistswhogatherallinformationtocomeupwith

theirownfindings.

4.Growthandchange.Theysearchforchangeconstantlyanddonotrestrict

themselvestousingthesameoldwayofdoingthingsi.etheylearnto

changeforthebettersothattheycangrowandprosper.

5.Sensitivity.Peoplewhoarecreativearesensitivetotheworldandtheir

environmentsothattorisetheircreativity.

6.Askingquestions.Creativepeoplealwaysaskquestionsandeagerto

knowanddiscovernewideas.

7.Innovative.Theyhaveacouragetotrynewthingsandbuildsomethingout

oftheordinary.

8.Searchingforbetterwaysofdoingtasks.Creativethinkersfocusonwhat

theydoandfindnewpossibilitiesandnewwaysofdoingthings.

STAGESOFCREATIVEPROCESS
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Preparation/Knowledgeaccumulation.Thisinvolvesgatheringdata,opinionsand

speculationstoobtaindetailedinformationoftheproblem athand.

Investigation.Thisinvolvesunderstandingoftheproblem situationordecisions

athand.

Transformation.Thisinvolvesviewingofsimilaritiesandthedifferencesinthe

informationcollectedi.ethisrequiresencouragementanddivergentthinking.

Incubation/Gestation.This involves making the mind to work over the

informationaccumulatedtocontinuewiththeprocess.

Illumination.Thisinvolvescomingupwithnew solutionsthroughinspiration

withoutfocusingontheproblem i.eittakeswhenoneisrelaxedinmind.

Verification.Thisinvolvesevaluatingandtestingtheideasorsolutionsgenerated

toreachtoafinalsolution.

Implementation.ThisInvolvestransforminganideaorsolutionintoreality

IMPORTANCEOFCREATIVITYTOANENTREPRENEUR

 Ithelpsanentrepreneurtoidentifyandsolveeverydayproblemsthatmay

hinderthesuccessofthebusiness.

 Ithelpsanentrepreneurtoidentifythebestmethodsofpromotionthatcan

beusedtopromotethebusinessproducts.

 Itenablesanentrepreneurtoutilizethelimitedresourcesandexploitidles

resources

 Itenablesanentrepreneurtoupdatehisgoodsandservicesbygenerating

newideas.

 Itenablesanentrepreneurtogeneratelargenumberofideasthroughbrain

stormingthatcanbeusedtomeetcustomers’needsandbeturnedinto

profitableideas.

 Helps on entrepreneurto increase his chances ofsuccess through

developingdifferentproductsinthebusiness.

 Itleadstodevelopmentofnew ideasandoriginalideasbyusingthe

existingideasasastartingpoint.

 Itopensone’smindtonewwaysofthinkingbylearningtopayattentionto

insightsandsoundswhichareordinallyignored.

 Ithelpsentrepreneurstomaketheirworkingsituationsmorepleasantand
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efficient.

BARRIERS/OBSTACLESTOCREATIVITY
Fearoffailure.Mostentrepreneursarenotcreativebecausetheyfeartolook

foolishandbelaughedatbecauseoffailure.

Negativity.Somepeoplehavetendenciestofocusonnegativeaspectsof

problemsandexpandenergyonworrythinkingthatoneisnotcreativedueto

lackofself-confidence.

Sterileenvironment.Creativityishinderedbyatoohecticenvironmentthat

doesnotprovidequiteenoughtimeforcreativethinking.

Thinkingyouarenotcreative.Somepeoplethinktheycannotdiscoverbetter

thingsthanothersandendupdependingonotherpeoplecreativity

ShortageofQualitythinkingduetolimitedtimesincemostofthepeopleare

busyallthetime.

Applyingtoomuchlogic.Creativitybecomesverydifficultwhensomeone

appliestoomuchreasoningandintellectualthinking.

Overconformancewithrulesandregulations.Thetendencyofaccepting

everypatternofbeliefsorthoughtsi.erulesandregulationsofsocietyhinders

creativethinking

Dehumanizingthemassmedia.Spendingalotoftimewatchingunproductive

programs,movies,musicstopspeoplefrom beingcreative.

Makingassumptions.Assumingthatthingsaredoneinacertainwaywithout

gatheringproperinformationaboutitmaylimitcreativity.Manyassumptions

bothconsciousandunconsciousrestrictcreativethinking

Fearingmistakes.Mostpeoplefeartomakemistakeshencehinderingthem

tostartsomethingnew.

Havingconflictinggoalsandobjectivesalsohindercreativethinkingofan

entrepreneur.

Competition.Competition in presentenvironmenthampers motives for

creativeoutputduetolimitedresources.

Becomingoverspecialized.Someonewhobecomesspecializedinonesector

maynotthinkbeyondtheboxhencelimitingcreativethinking.

Techniques/Waysofdevelopingcreativeability.

 Developingvariousideasfrom morethanonesourcestoprovideenough
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spaceforcreativethinking.

 Thinkingbeyondtheinvisibleframeworksthatsurroundstheproblem or

situations.Bydoingthatoneisdevelopingacreativeability.

 Beingopenandpreparedtouseanychanceorunpredictableeventthereand

then.

 Notingdownideasandthoughtsthatareapparentlydriveintoyourmind

unsolicitedsothattheyarenotforgotten.

 Usingunconsciousmindbysleepingontheproblem whilethinkingaboutthe

solution.

 Suspendingjudgmenttoallowcreativityandavoidprematuredecisions.

 Stimulatingone’scuriosityineverythingandskillsofobservations,listening,

recordingandreading.

 Knowingwhentoleaveaproblem andremainpatientuntilitissolved.

 Applyingananalogytofindoutthesolution.Thisisdonebyimaginative

thinkingtofindmodelsinexistingsystemstosolvetheproblem.

 Recognizing the assumptions being made and challenge them to foster

creativethinking.

 Making connections with points thatare apparentlyirrelevantnoteasily

accessible,outsideyourownexpertiseandlackingintheauthority.

 Lookingatproblemsasopportunitiesi.eeveryproblem presentschancefor

onetobecreative.

 Transferringtechnologyfrom onefieldtoanother.

CONCEPTOFINNOVATION

Innovationreferstotheprocessoftransformingbusinessresourcesthrough

creativityofpeopleintonewresourcesandwealth.

Or

Referstotheabilitytoapplycreativesolutionstoproblemstomeetpeople’s

needs.

TYPES/FORMSOFINNOVATION
Marketinginnovation.Thisinvolvesdevelopingnew methodsofmarketing

withgreatimprovementinpackaging,pricing,promotionsandmanyothers.
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Processinnovation.Thisinvolvesintroducingnew methodsofproductionin

anenterprise.

Businessmodelinnovation.Thisinvolvesthechangingthewaythebusiness

shouldbedoneintermsofcapturingmarket.

Organizationalinnovation.Thisinvolveschanging the businessstructure,

practicesandmodels.

Productinnovation.Thisinvolvesintroducingnewproductsandimprovedone

onmarket.

Supplychaininnovation.Thisinvolveschangingthesourceofsupplyofraw

materialsandthedistributionchannelforgoodsandservices.

Serviceinnovation.Thisinvolvesintroducinganewserviceonmarket.

Financialinnovation.Thisinvolvesdevelopmentofnew financialproductsin

termsofrisktaking,liquidityandcreditmanagement.

SOURCESOFINNOVATION

Therearebasicallytwosourcesofinnovationi.e.internalsourcesandexternal

sources

INTERNALSOURCES

 Unexpected occurrences.Unexpected business failures,accidents,

productfailuremayleadtointroductionofnew ideastosolvethe

challengeshenceinnovation.

 Processneedsofanentrepreneur.Innovationisinspiredbythemissing

linksinproductionprocessthatneedtobecreatedtosupportsome

otherproducts orprocess which is noteffective enough hence

developingnewideas.

 Marketchangesandindustry.Changesinmarketintermsofnewneeds

bycustomersleadtointroductionofnewideas.

 Incongruities.Innovationcomesasaresultofdifferencebetweenwhat

thecompanyassumesandwhatisactuallythereality.Forexample,the

demandforproductmaybeincreasingwhileprofitsarefallingdown.

EXTERNALSOURCES

 Demographicchanges.Thisisconcernedwithchangesinpopulation
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size,age,educationlevelsforcesbusinesstobeinnovativetomatch

changes.

 Changesinperception.Thisisasaresultofpeople’sattitudesand

beliefsaboutsomething.Whenpeople’sperceptionchanges,itrequires

anentrepreneurtobeinnovative.

 Changesintechnology.Theintroductionofnew technologyenablesa

businesstobeinnovativesoastocomeupwithnewproductstocope

upwithnewtechnology.

Features/characteristicsofinnovators
1.Have compelling vision.Innovators believe thatthey are partof

somethingbettertocomeandthereforehavetheabilitytoformulatea

visionandworkhardtoachieveit.

2.Opportunityoriented.Innovatorslookfornewopportunitieswithintheir

environmentandnotafraidoftryingsomethingnew.

3.Self-disciplined.Theyconsiderdisciplineasamajorsourceofsuccess

andthereforehavetheabilitytoworkhardtomakeithappeninorderto

achievevisionorgoal.

4.Innerdirected.Innovators are goaloriented and don’tneed to be

supervisedbyanypersontodoanything.

5.Extra ordinary Persistent.Innovators are committed in achieving

hardestgoals.Theykeepongoingdespitethechallengesandrisks.

6.Trendspotters.Theyareabletoidentifysomethingnewanditsimpact

inthesociety.

7.Associates with positive people.Theysurrounded themselves with

peoplewhohavepositiveattitudetowardscreatingsomethingnew.

8.Passionateaboutbeliefs.Innovatorshavetheabilitytofocusonwhat

theydowithalltheireffortsuntilitisachieved.

ADVANTAGESOFINNOVATION

 Itincreasesproductivityasaresultofadoptingbettermethodsofproduction.

 Ithelpsthecompanyinpackagingandrepositioningoftheproductinaglobal

distributionandmarketing.

 Helpsto improveontheproductionprocessthroughwhichgoodquality

productsareproducedthroughinnovatingstrategies.
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 Leadstoproductionofhighqualityproducts.

 Helpstoreducethecostofproduction.

 Ithelps the business to attractnew customers.Innovation enables an

enterprisetoproducenewproductsthatattractnewcustomersandwidenthe

market.

 Ithelpsindevelopingbetterchannelsofdistributionandaddsvaluetothe

company’sproductstoenablethem standoutofcompetition.

 Helps the business to improve on the effectiveness and efficiency of

production.Thisreduceswastageatdifferentlevelsofproductioninthe

business.

 Enablesthebusinesstoproduceavarietyofproductswhichenablesthe

customerstoexercisetheirchoices.

 Enablesthebusinesstoreducethenegativeeffectsofthebusinessactivities

on the naturalenvironmentdue to innovative strategies to save the

environment.

 Itimprovesonproductdesignandquality.Thisisbecauseithelpsinlocating

newtechnologythatisusedtoproducenewproducts.

 Innovationenablestheentrepreneurtorespondtomarketneeds.Thisis

throughreviewingtheobjectivesandcomparingthem withcustomer’sneeds.

 Itcausesimprovementsinanenterprise.Generalworkconditionsimprove

duetoinnovationswhichoffergoodproductionenvironment.

 Itstreamlinesrelationshipwithsuppliersandcustomersinthebusiness.

 Innovationhelpstodevelopnew marketingstrategieswhichleadstolarge

marketshare.

 Enablesthebusinesstoattractmoreinvestorswhichincreasesthebusiness

capitalbusiness.

 Innovation guides an entrepreneur in formulating business goals and

objectives.

Waysofpromotinginnovationinsmallbusiness
 Expectingchange.Anentrepreneurwhoexpectschangeanytimecreatesnew
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ideasandremainscompetitiveinbusinesshencepromotinginnovation.

 Implementingnewrules.Thisinvolvestryingthingssuchasintroducingnew

productsinthebusinesssoastoattainacompetitiveadvantage.

 Developinginnovativestrategies.Entrepreneurslaynew strategiesthathelp

them tobeinnovativeallthetimesoastoovercomethechallengessetbythe

business.

 Avoidingbarriers.Thisinvolvesremovingthingsthatthatwouldlimitonefrom

beinginnovativelikeseparationofpeopleanddepartmentsinbusiness.

 Beingfastforimplementingstrategies.Innovationrequiresonetobefastand

neverlateinimplementingthenewstrategies.Itisbettertobe80%fastthan

being100%rightandlate.

 Thinkinglikeanentrepreneur.Entrepreneursmakethingshappenandaccept

failurepluslearningfrom them toimprovehencepromotinginnovation.

 Beingalearneralways.Thisinvolvesgettingknowledgefrom otherpeopleso

astolearnfasterandbetterthancompetitorswhichhelpsonetointroduce

newproductshenceinnovation.

 Thinkingglobal.Thisinvolvesthinkingwidelyandlinkingupwithotherpeople

internationallysoastogetmoreideasforinnovation.

 Measuring performance indicators. When performance indicators are

analysed and efforts are puton whatdrives the future success ofthe

business,innovationincreases.

 Doingwell.Bydoingwellforothersi.ethroughimprovedservicedelivery,

Innovationincreasesandsuccessiseasiertoachieve.

CONCEPTOFENTERPRENEURIALMOTIVATION

Entrepreneurialmotivationreferstothestrongdesire,impulse,dedicationanddrive

ofanindividualtoaccomplishspecificbusinessgoal.

Entrepreneurialmotivationsometimesresultsfrom thedesiretoaccomplishsome

psychologicalneedslikeRecognition,respect,Self-esteem andparticipation.

Classicalconceptsofentrepreneurialmotivated
1.Unconsciousmotives.Thisisamotivationthatoccurswithoutsomeonebeing

awaresuchastastes,attitudeswhichstronglychangesone’sbehavior.
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2.Powermotive.Thisisamotivationwhichresultsfrom needtoinfluenceothers

behaveinwaysthatsuitone’spurpose.

3.Affiliationmotives.Thisrefersto desireto bewithotherpeopleto seeka

company,loveandgaine.g.someofthekindsofpersonrewardswhichinclude

favors,protectionoraccompany.

4.Achievementmotivation/competence.Referstotheinterestofgettingtoknow

whattheworldisinordertomakethingshappen.Itinvolvescreatingevents

ratherthanmerelywaitingforthem passively.

ACHIEVEMENTMOTIVATION

Referstotheintensedesireorurgetoexcelanddosomethingunique.Peoplewith

numerousdesirestoachievehaveanintensedesiretosuccess.Theywanttobe

challengedsothattheysetmoderatelydifficultbutpossiblegoalsforthemselves,take

realisticrisksandmaketheworkdone.

Behavioralcharacteristicsassociatedwithstrongneedforachievement.

The strong need for achievement is associated with the following behavioral

characteristics.

 Theyworkforlonghoursinordertoachievetheirtargets

 Theydonotworryaboutthepossiblefailure.Failuresinbusinessmaynotstopthem

from workingtowardsachievingsetgoals.

 Theysetmoderatelydifficultbutpossiblegoalsforthemselvesi.eattainablegoals.

 Theyexperimentwithnovelactivitiestoreachtheirsetgoalsi.edowhateverittakes

toreachthesetgoals.

 Theytakerealisticrisksandprefertoassumepersonalresponsibilitytogetthejob

done.

 Theyseekinformationfrom expertsratherthananybodyelsetoovercomeboth

externalblocksaswellasinternal/personallimitations.

 Theyanticipatepossibilitiestosuccess,failureanddosomethingabouttheobstacle

whichmaycausefailure.

 Theyanalyze/scantheenvironmenttocreateopportunitiesforachievementrather

thanwaitingforchancestocometotheirsides.

 Theyformulategoalsthatstretchestheirabilityandefforts

 Theydrivemaximum satisfactionfrom theachievementitselfratherthanfrom other

factorslikerecognitionandmoney.

 Theyexperiencepositivefeelingofjoyanddissatisfactioninachievingmoderately
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challenginggoalsanddisappointmentsbutnotcondemningthemselvesincaseof

failure.

Advantagesofachievementmotivation

 Motivationhasagreaterchanceoftheentrepreneur.

 Itincreasesself-confidenceoftheentrepreneur.Thisisbecausehe/sheishavinga

highdesireforsuccessthusbecomingmorecourageous.

 Itcreatesenjoymentintakingcarefullycalculatedrisks.Moderateriskstakenenable

theentrepreneurtoproducersomethinguniqueandexcel.

 Itcreatesmuchinterestinconcretemeasuresofhowtheentrepreneurisperforming.

 Itenablestheentrepreneurtoscantheenvironmentactivelyandidentifymore

opportunitiestosucceed.

 Leads to high performance,determination and enthusiasm in overcoming

challengesandwillingnesstoacceptresponsibilitychange.

Disadvantages/Challengesmotivation.

 Leadstosettingofgoalsthataretoohighwhichmightfailtobeachieved.Some

entrepreneurshaveurgetoexcelandsetgoalsthatarenoteasilyachievable.

 Itleadstohighfearoffailure.Thisisbecauseitisconnectedwithhighanxiety

regardingtoperformance.

 Itisassociatedwithconstantpressureandstress.Thisisbecauseachievement

motivationurgesapersontodosomethinguniquetobesuccessful.

 Itencouragesthinkingofweaknessandproblemsintheenvironmentonlyrather

thanone’sstrengthsandopportunitiesavailable.

 Itleadstosettinggoalswhicharetoolow toensuresuccessbytheentrepreneur.

Entrepreneursendupsettingupcheapgoalsthatareeasytoachieve

Factorsthathinderentrepreneurialmotivation
 Inadequateeducationorientation.Absenceofentrepreneurialskills,experience

andmarketopportunitieslimitentrepreneurialmotivation.

 Existenceofunderdevelopedinfrastructureslikeunreliableroads,waterand

powersupplyblocksomepeopletoachievesetgoalsduetodifficultiesin

transportingfinishedgoods.

 Socialculturalrigidities.Negativesocialculturalbeliefsinsomesocietieshinder

entrepreneurmotivationi.ecertainjobstobedonebyonlymen,beliefthatprofits
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areunethical,beliefthatbusinessmenarethieves.

 Politicalinsecuritylike wars,strikes in the countrydiscourages individual’s

freedom,free marketing economy and private ownership hence hindering

individualstoexcel.

 Unfriendlyeconomicenvironment.Unfavorablegovernmentpoliciesonbusiness

likehightaxrates,highinterestonloans,limitedfundingandunderdeveloped

financialinstitutionsdiscourageentrepreneurialmotivation.

 UnconducivePsychologicalfactorslikeneedforaffiliation,overconformityand

compliancetorulesandregulations,needforsecurityetc.limitentrepreneurial

motivation.

 Inadequatelabourandskills.Limitedskilledlabourtoimplementpoliciesin

businesslimitsentrepreneurialmotivation.

 Limitedmarketopportunitiesfortheproductsproducedwhichlimitsproductivity

andhardworkinbusiness.

 Greatrisks.Risksarehighinlow developedcountriessincethereislackof

reliableinformation,marketsforproductshencelimitingmotivation.

Waysofdeveloping a positive mentalattitude/Waysofpromoting entrepreneurial

motivation

 Networking withsuccessfulentrepreneursinorderto acquiretheirfeelings,

characteristicsandwaysofdoingthings.

 Havingselfbelief.Havingabeliefthatonecandoandachievesomethingalso

promoteentrepreneurialmotivation.

 Takingadvantageofopportunitiesinsteadofwaitingforthem tocomethus

developingapositivementalattitude.

 Havingworkobjectivesthatareachievableandhaveanimpacttothesociety.

 Identifyingsuccessfulentrepreneurstoworkasrolemodels/mentorsinorderto

motivateandinspireonetodothingsbetter.

 Having a positive mentalattitude towardsachieving the desired goalsand

objectiveshencepromotingmotivation.

 Avoidingnegativethoughtsandideas.Thoughtsthatarelikelytodiscourage

someonetowardsachievinghis/hergoalsshouldbeignored.

 Involvinginpositiveactivitiesthatareproductivetoencouragecreativethinking.

 Beingresultoriented.Oneshouldaim atachievingthedesiredgoalsandsolving

specificproblemsthroughtakingactions.
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CONCEPTOFNEGOTIATION
Negotiationreferstotheprocessofbargainingthatresultsintoanagreement.It

involvescommunicationthataimsatreachinganagreementorsatisfactionof

bothparties.

NB.Negotiation takes place every day in nearly every aspectoflife like

government,companies,business men allnegotiate with theirclients or

subordinates.Themajoraim ofnegotiationistoreachanagreementratherthan

toachievevictory.Negotiationresultsarebestifbothpartiesachievewin-win

situation.

PRINCIPLESOFNEGOTIATIONS

Thefollowingrulesorprincipleshelpyoutoresolvedisputesandnegotiationlike

aprofessional.

Youdonothavetoberighttosettle.Intheprocessofnegotiation,oneshould

notfeelthathe/sheisrightonaparticularmatterbecausesuchemotionscan

affectthenegotiationprocess.

Looktothefuture.Thisinvolvesfocusingonthepresentandfutureissuesand

ignoringthepastwhennegotiating.Thisenablesbothpartiestohandlecurrent

issuesofthecaseinordertoreachanagreement.

Focusonthegoal.Youshouldnotallowdistractionsbyemotionssuchasanger

sinceitislikelytoaffectthenegotiationprocess,insteadstayfocusedtothe

goalofnegotiation.

Setthetoneandlookthepart.Thisrequiresthatthenegotiatorshouldact

professionallybywearingprofessionalclothes,maintainingeyecontact,bea

goodlistenerandhavetheknowledgeonhowtheissuesshouldbediscussed.

Bepreparedanddoyourownresearch.Thisrequiresnegotiatorstodoenough

researchonwhattobepresentedduringthenegotiations.Thisavoidspresenting

incorrectinformationi.eifyouarenotprepared,betterdelaythenegotiationnot

toregretinfuture.

Knowwhatyouwantandwhatothersidewants.Whenthenegotiatorisawareof

whattheotherpartywants,itbecomeseasytoachievewhatbothpartieswant

inthenegotiationprocess.

AlwayshaveplanB.Itisalwaysbettertohavealternativesofreachingan

agreementasathishelpsonetobeflexibleandreachthegoalwantedeasily.

KEYS/TECHNIQUESTOSUCCESSFULNEGOTIATIONS

 Negotiationoutcomeshouldbewin-winforbothparties.Nobodyshould
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winattheexpenseofanotherone.

 Bothpartiesshouldfeelsatisfiedwiththeresults.Thegoalfocusedby

eachpartyneedstobeachievedafternegotiationtoyieldsatisfaction.

 Donotbecomeemotional.Whenangeroverridesapersoninnegotiation

thegoalmaynotbeachievedeasily.

 Focusonsolvingtheproblems.Duringnegotiationwhathappenedinthe

pastbetweenthetwopartiesneedstobeforgottenandonlyaim atsolving

theproblems.

 Beflexibleindemandsduringnegotiation.Somedemandsneedtobe

givenupforthesakeofpositiveresultsfrom thenegotiation.

 Use the negotiation style ofthe otherpartyto achieve the positive

outcomes.Whennegotiationstylediffers,itbecomesdifficulttoachieve

results.

 Bepreparedtocompromise.Don’texpectallyourdemandstobeachieved

butjustcompromisewithwhatyouhavemanagedtoachieve.

 Askrelevantquestionsandbeagoodlistener.Failuretocommunicate

effectivelycanfailthenegotiationprocess.

PersonalAttributes/Qualitiesofagoodnegotiator
 Integrity.Agoodnegotiatormustbehonestsinceitbuildsmutualtrust

andcooperationthatenablesexchangeofideas.

 Empathy. Agoodnegotiatormusthavetheabilitytounderstandother

parties’pointofviewinordertoachievesuccessinnegotiation.

 Patience.Agoodnegotiatormustbecalm enoughandhaveendurance.

Thismakesa person ableto accommodateanotherperson’sidea in

negotiation.

 Self-Assurance.Agoodnegotiatorshouldbeself-assuredtonegotiatewell.

 Self-confidence.Agoodnegotiatormusthaveconfidenceinordertomake

independentdecisions.

 Stamina. A goodnegotiatormusthavestrengthtoresisthardshipor

challengesandavoidgivingupbeforetimeofnegotiation.

 Tenacity. A goodnegotiatormusthaveenoughmentalstrengthtodo

somethingdifficultforalongtime.

 Clear communication.A good negotiator musthave the ability to

communicateinaclearandprecisewayduringnegotiation.

 Flexibility.Agoodnegotiatormustbeabletoadjusthispositioninorderto



19

haveasuccessfulnegotiation.

Stepsfollowedwhenpreparingfornegotiation
 Carryingoutresearchaboutthepartyyouaretonegotiatewith.Thishelpsto

identifythemotivesoftheotherparty.

 Definingthesubjectandobjectivesofthenegotiation.Thisinvolvessetting

outwhatoneneedstoachievebylookingatthesubjectmatterandthe

interest.

 Evolvingnegotiationstrategies.Thisinvolvesconsideringdifferentoptionsor

waysofhandlingthenegotiationtoachievethedesiredgoalsandobjectives.

 Choosingofchiefnegotiators.Thisinvolvesselectingtheexperiencedperson

withenoughtraininginnegotiation.

 Selectingthemeetingsite:Thisinvolvesgettingaplacethatisconvenientto

bothparties.

 Conducting the actualnegotiation:involves getting allthe necessary

documentsaboutthesubjectmatterandbegintonegotiate.

Challengesfacedbyentrepreneurswhenconductingbusinessnegotiations

Timepressure:Limitedtimetonegotiatecausespressurewhichmayaffecta

negotiatorfrom respondingtoarequestwhichlimitsnegotiation.

Influenceofanotherdecisionmaker.Entrepreneursmaydelegatetheemployees

tonegotiateontheirbehalfwhichmakesitdifficulttoreachontheagreement.

Delaytactics.Somebossesgiveexcusesorkeepotherpartywaitingforlongtime

duringnegotiationwhichcreatespressurewiththeotherpartyhenceresulting

intopoornegotiations.

Lastminutewavering.Bringinginnewideastochangethealreadyagreedupon

issuestowardstheendofthenegotiationleadstopoornegotiations.

Aggressive behaviors/emotions.Behaviors such as bullying,threatening the

otherpartyduringthenegotiationmakesthenegotiatorsfeelguiltyandfinally

leadingtopoornegotiationresults.

Priceonlynegotiation.Focusing onpriceonlyand ignoring otherimportant

issuesresultsintopoornegotiationsresults.

Neglectingtheothersideproblems.Somenegotiatorshaveconcernsforonly

theirproblemsdisregardingproblemsfortheotherparty.

Lettingpositionsoverrideinterest.Duringnegotiationssomepeopletendto

focusontheirownpositionsinsteadofreconcilingdeeperinterest.
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Inadequatenegotiationskills.Peoplewholackenoughbargainingskillsorpoor

listeningskillslimitsuccessfulnegotiation.

Languagedifferences.Thisisasituationwhereanegotiatorhasnocommon

languagetouseduringnegotiationwhichhinderseffectivecommunication.

LinkingLogic.Believingthatifapersoniscorrectononething,hemustbe

correctonanotherwhichmaynotapply.

waysofovercomingtheabovechallenges
 Makingreferencetopreviouslyagreeduponpointsinordertoovercomelast

minutewavering.

 Avoidinganearlyconcessiontoallowenoughtimetogothroughthematters

undernegotiations.

 Reschedulingthenegotiationmeetingmoresowhenonerealizesthatthereis

delayingtactics.

 Focusing on importantnon price issues thatare more importantin

negotiationsuchasinterest,value,relationshipetc.

 Reconcilinginteresttoconsidervaluesofallpartiesinvolvedinnegotiatingby

beingaccommodativeandpatiently.

 Communicatingwiththeotherpartypolitely,openlyandrespectedlytoavoid

showingaggressivebehavior.

 Requestingtodiscussmattersofnegotiationwiththefinaldecisionmaker

incaseofanotherdecisionmakerinplace.

 Addressingtheotherparty’sproblem whilenegotiatingtoovercomechallenge

ofneglectingtheotherparty’sproblem.

 Avoiding misunderstandings in case they happen especially among

employees.

NegotiationTacticswithcustomers

Communicating frequently.This involves ensuring regular talks with the

customersfocusingonproductsthroughnew papers,radiosetc.tokeepthem

informedaboutthebusiness.

Offering customerrewards.Thisinvolvesgiving outgiftsto customerslike

calendars,capes,T-shirtsetctoremindthem aboutthebusinessproductsin

ordertooutcompetethecompetitors.

Conductingspecialevents:Involvesorganizingoccasionsthathelpstointeract

withthecustomers.

Enhancingcustomercareservices:Involvescreatingacommitteestafftosolve
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customerproblem quicklyandeffectivelybyhandlingthewithcare.

Visitingthecustomers:Thisinvolvesgettingouttothecustomerstofindout

theirchallengestheyfacewhileusingtheproducts.

Launchingmulticulturalprograms.Thisinvolvesusingadvertstranslatedinlocal

languagesandculturesthathelpthebusinesstobuilditsrelationshipwithmany

customerse.gMusicanddancegallas.

Beingpleasantwhilereceivingcustomers.Thisencouragescustomerstobuy

continuouslyhencewiningcompetitors.

Renovationofthebusinesspremises.Whenbusinesspremisesareface-liftingor

renovated,itimprovesonitsappearancehenceattractingmanycustomers.

Usingnonproductivevaluemethods.Thisinvolvesprovidingenoughspacefor

parking,security,packaginghencecreatingcustomerrelations.

Holdingspecialevents.Organizingspecialoccasionsenableyoutointeractwith

yourloyalcustomerslikepromotions,opendaysetc.

TACTICSOFNEGOTIATIONWITHEMPLOYEES

Balancingbothstrengthsandweaknesses.Thisinvolvesemployersknowing

whattheywantfrom employeesbyapproachingthem directlywhichcreates

effectiveness.

Listeningactivelytowhatemployeesaresaying.Ifthereisaproblem itcaneasily

besolvedthroughlisteningtoemployees’ideas.

Makingconcessionstogether.Anemployeehasto ensurethatbothofthe

partiesbenefitfrom thenegotiationbutnotemployerswinonexpenseofthe

employees.

Settingaceiling.Thisinvolvesfindingouthowmuchyoucanoffertoemployees

andthisbecomeseasieronceyouknowyourexpectedincomesandexpenses.

Settingafloor.Thisinvolvesestablishingtheminimum amountyouhavetopay

outandthisisbasedonthemarketrateandwhatthejobisworth.

Decidingonhourlyormonthlypayments.Thereisneedtodecideoneither

monthlyorhourlypaymentbutitshouldkeepworkersmoralehigh.

Makingattractivepaymentstoemployees.Theofferforpaymentshouldbe

adequatetoattractmoretalentedemployeestoenhancequalityproduction.

Avoidinglegaltussles.Thisinvolvesstudyinglabourlawstoavoidcontradicting

withthem andreduceonworkersgrievances.

Beingsensitiveaboutworkerspersonalneeds.Thisinvolveskeepinginmindthe

personalneedsandfeelingsofworkersbeforegivingthem anypayment.



22

THECONCEPTOFRISKTAKING
Ariskreferstothepossibilityofsufferingaharm ordangerinabusiness.

Businessriskreferstothefactorsthatmayhaveanegativeimpactontheprofitability

orsuccessofthebusiness.

TYPESOFRISKS
Theyaremajorlythree:

1.Lowrisks:Theseareriskswithhighpotentialofsuccessbutyieldlowprofits.

2.Moderaterisks:Thesearerisksthatcanbeforecasted,calculatedandmanaged

bythebusinesslikefireoutbreak,theftandburglary.

3.Highrisks:Theseareriskswherechancesofhappeningareveryhighandan

entrepreneurhaslittleornocontroloverthem e.g.lightening,floods,landslides

etc.

EXAMPLESOFRISKSINBUSINESS

1)Fireoutbreak.Thismayresultfrom electricalcircuitsornegligenceofworkers

2)Bad debts.Thisariseswhen from creditsalesmade bythe businessand

customersfailtopayback.

3)Theftand burglary.Thisiswhereoroutsidersbreakand stealcompany’s

properties.

4)Changeincustomerstastesand preferences.Customerschangeindesires

whichleadstodecreaseindemandhenceleadingtolossofmarket.

5)Changeintechnology.Newtechnologycomeupwithitsnegativeeffectshence

affectingthebusiness.

6)Naturalcalamitiessuchasfloods,earthquakes,droughtswhichmayleadto

destructionofpropertyandbusinessclosure.

7)Lossofmoneyintransiti.ewhenmoneyisbeingtransferredintobankanditis

beingstolenbyrobbers.

8)Damageorlossofgoodsintransit.Goodsmaybedamagedintheprocessof

loadingandoffloading.

9)Corruptionandembezzlementoffundsbytheemployees

10)Stiffcompetitioninthemarketwhichleadstoariskofbeingoutcompetedby

otherbusinesses.

11)Poormanagementdecisionwhichmayleadtofinancialmismanagementsand

missusingofbusinessresources.

12)Machinerybreakdownwhichleadstolowproduction.
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WAYSOFMINIMIZINGRISKS

 Employingexperiencedpersonnel.Thisreducesmismanagementofwhatmaycome

upduetotakingpoormanagerialskills.

 Maintainingandupgradingtechnologytomeetchangesincustomerstastesand

preferences

 Takingoutinsurancepoliciestoprotectagainstseveralriskslikeaccidents.

 Acquiringemergencyequipmentslikefireextinguishers,alarmstominimizedamage

thatmaybecausedduetofireoutbreak.

 Trainingemployeesontheuseofnew equipmentsandtechnologytokeepthem

uptodatewithtechnologicalchanges.

 Havingclearawarenessoftheentrepreneur’sabilitiesandcompany’scapabilities

whichreducestakingriskydecisions.

 Monitoringandsupervisionofthebusinessoperationswhichreducesonrisks

resultingfrom negligencebyworkers.

 EmployingmorepreventivesecuritymeasureslikeCCTVs,Cameras,Alarmsetc.

 Applyingsomecreativityinordertomeettheneedsofthecustomers.

Risksituation
Thisiswhenachoiceisrequiredbetweentwoormorealternativeswhosepotential

outcomesarenotknownwhichcaneitherbeapotentialsuccessorloss.

Procedures/stepsfollowedwhenassessingarisksituation.
 Assessingtherisk.Thisistheestablishmentofwhetherornotariskisinvolved

andaparticularalternativetaken.

 Determining goals and objectives.This involves analyzing whetherthe risk

involvedisinlinewiththeobjectivesofthebusiness.

 Clarifyingalternatives:Thisinvolvesfindingthedifferentalternatives(solutions)

tobeundertakentoaddressaparticularrisk.

 Gathering information and weighing alternatives:This involves finding out

realisticassessmentofeachalternative.

 Minimizingtherisks.Thisinvolvestheassessmentoftheextenttowhichtherisk

canaffectthebusinesssoastoavoidoccurrence.

 Planningandimplementingthebestalternativei.eaplanisdrawnuptobe

followedinimplementation.
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FACTORSCONSIDEREDWHENASSESINGBUSINESSRISKS

 Personalexperienceandability:Highlyknowledgeableandexperiencedpeople

assesriskwellthanpeoplewithoutexperience.

 Availabilityofthemarket:Chancesofsuccessarehighwherethereareenough

customersthanwhenthereislimitedmarket.

 Leveloftechnology.Useofnew technologyhasmorerisksbecauseitisnot

commontotheemployeesthanoldtechnologywhichisknownbyemployees.

 Timerequireingeneratingprofits.Longperiodrequiredtogenerateprofitshas

higherrisksthanashortperiodtomakeprofits.

 Predictabilityofdemand.Predictabledemandhaslessrisksthanunpredictable

demand.

 Initialinvestmentcosts.High investmentcosts have higherrisks than low

investmentcosts.

 Qualityand reliability.High and reliable qualityproducts lead to low risks

comparedtolowqualityproducts.

 Sizeandpowerofcompetitors.Largeandpowerfulcompetitorsbringhighrisks

thansmallcompetitors.

 Legislationandcontrol.Strictlawsandcontrolshavehighrisksthanunfavorable

laws.

 Availabilityofinputs.Easyaccessto inputshaslow risksthanlimitedraw

materials.

 Seasonaldemand.Commoditiesthataredemandedseasonallyhavehigherrisks

thanthosedemandedfrequently.

 Exclusivenessofdesigns.Uniqueandattractivedesignshavelow risksthan

commondesigns.

 Pricingpolicy:Favorablepricesincreasethechancesofsuccessthananon-

variabledishonestpeople.

CONCEPTOFDECISIONMAKING

Decisionmakingreferstotheprocessofmakingachoicebetweentwoormore

alternativesinordertoachievebusinessgoals.

Stepstakenindecisionmaking

1.Identificationoftheproblem.Thisinvolvesanalyzingandgettingfamiliarwiththe
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problem athand.

2.Determiningthemostimportantfactsoftheproblem.Thisinvolveslookingat

therealcauseoftheproblem.

3.Identifyingthepossiblealternativesolutions.Thisinvolveslistingthesuggested

solutionstotheproblem.

4.Selecting the mostfeasible orbestalternative solution from the listed

alternativesthatcanbestsolvetheproblem.

5.Implementingthebestalternativesolutionwiththehopeofsolvingtheproblem

6.Verifyingwhetherthesolutionimplementedyieldedthedesiredresult.

FACTORSINFLUENCINGDECISIONMAKING

Taskrequirements.Absenceofrequirementsneededtoperform ataskmakesoneto

takelongdecisionwhilepresenceoftherequiredmaterialsneededtoperform agiven

taskleadstoquickdecisionmaking.

Timepressure.Peoplealwaysdecideveryfastiftheyhavelimitedtimetocompletea

taskanddecisionsarealwaysslowwhenalotoftimeisprovided.

Knowledgeaboutthesubjectmatter.Whenonehasknowledgeaboutthetask,hetakes

quickdecisionsthatwheresomeoneisilliterateaboutthesubjectmatter.

Pastexperience and expectations.The failure orsuccess thatone experiences

influencethekindofdecisiontobetakeni.eIfonehaveeverhandledatask,decision

makingisfaster.

Governmentpolicy.Businessesalwaysmakedecisionsdependingonthegovernment

policyi.ewheretolocatethebusiness,determiningsellingpriceetc.

Organizationalcultureandpolicies.Peopletakedecisionsthatmustbebasedonthe

institutionalculturesandpoliciessoastorealisethegoalsoftheorganization.

Originalityandcreativity.Ifsomeoneisverycreative,littletimeistakentodecidethan

onewhodependsonothersdecisions.

Self-confidence.Peoplewhoalwaysbelieveinthemselvesindoingthingsbetterthan

othersalwaystakefasterdecisionsthantherestwholackself-confidence.

Availabilityofresources.Thepresenceofresourcesrequiredleadstoquickdecision

makingthanthelimitedresources.

Technicalandconceptualskills.Apersonwhoisequippedwithvariousskills,decision

makingisfasterthanonewholackstechnicalskills.

BUSINESSSETHICS

Ethicsaremoralprincipleswhicharerecognizedinrespectforaparticulargroup

ofpeoplelikemedicalethics,Teachingethics,etc.whichbringpeopleofthe

sameprofessiontogether.



26

Businessethicsrefertoacceptablebehaviorsorwaysinwhichabusinessmust

conductitselftowardsitspartieslikecustomers,employeesetc.

Or

Business ethics referto virtues thatbusiness people apply when making

businessdecisions.

Majorparties/beneficiariesinbusinessethics

a)Customerswhopurchasebusinessproducts

b)Employeeswhoareemployedinthebusiness

c)Society/Environmentinwhichthebusinessislocated

d)Government

e)Competitors

f)Suppliersofbusinessinputs

PrinciplesofBusinessEthics

Honesty.Theentrepreneurshouldbeopenandwillingtoshareinformationand

avoidingfalseinformationthatmaymisleadthepublic.

Keepingpromises.Thisrequiresentrepreneurstokeeptheircommitmentsand

avoidmakingpromisesthatcannotbekeptorfulfilled.

Fairness.Businessneedstoachieveoutcomesthatarejusttoallparties.Itis

requiredtobefairwhendealingwithstakeholderslikecustomers.

Respectforothers.Thisrequiresthebusinesstohonorandvaluetheabilities

andcontributionsofotherpeoplei.e.thereisaneedtobeopenanddirectintheir

communications.

Compassion.Businessmustshowconcernabouttheneedsofothersandwork

hardtomakesurethattheyaresatisfied.

Integrity.Abusinessmustoperateaccordingtotheethicalstandardsevenif

facedwithanumberofchallenges.

BUSINESSETHICSEXHIBITEDTODIFFERENTPARTIES

Businessethicstowardscustomers.

 Honesty.Entrepreneursshouldbehonesttocustomersintermsoffair

pricing,qualityandquantityofgoodssoldtocustomers.
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 Courtesy.Entrepreneurshouldbepolite,patientandsincerewhendealing

withthecustomers.

 Responsibility.Businessshouldtrytomeetitsobligationstocustomersas

agreeduponandintime.

 Geniality.Theentrepreneurshouldbekind,cheerfulandtrytobalancehis

temperwhendealingwithcustomers.

BusinessethicstowardsSociety/Environment/Public

 Conservingandpreservingthebeautyoftheenvironment.Businessshould

involveinmeasuresofenvironmentalconservationbytreatingtheirwastes

beforereleasingthem out,conservingswampsetc.

 Respecting the customs and beliefs ofthe society.Business should

respecttheculturesofsocietybydoingabusinesswhichisacceptableto

thecultures,beliefsorreligionsinsociety.Forexample,porkandalcohol

shouldnotbesoldinamoslem society.

 Providingemploymentopportunitiestothesocietymembersinsteadof

foreigners.

 Rescuingthesocietyincaseofemergencysituationlikefloods,hanger,

epidemicetc.

 Contributingandparticipatingtowardsthesocietyneedsforexampleroad

digging,boreholeconstruction,bridgeconstructionamongothers.

 Providingqualitygoodsandservicestothecommunitymembers.

Businessethicstowardstothegovernment

 Observingandpayingtaxes.Businessshouldconstantlypaytaxesas

chargedtothem toenablegovernmenttofulfillitstarget.

 Complying with the business laws thatgovern and regulate allthe

businessoperationslikeacquiringlicenses,registeringthebusinessetc.

 Meetingthesetproductionstandardsintermsofqualityproductionasitis

clearlystatedbytheUNBS.

 Complyingwithenvironmentalregulationsassetupbythegovernmente.g

notbuildinginswamps.

 Following thegovernmentpolicieswhich areputin placeto regulate

businessactivities
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BusinessethicstowardsEmployees

 Provisionofgoodworkingconditionsfortheemployees.Employersshould

provideprotectiveworkinggadgets,feeding,insuranceetc.toemployees.

 Givingemployeesfairandcleartermsofemployment.Businessesshould

provide their employees with appointment letters,fair duties and

responsibilities,contractorpermanentbasisetc.

 Ensuringjobsecurity.Employeesshouldbegivenassurancethattheirjob

ispermanentandshallnotbedismissedanyhow.

 Givingrespecttoworkers.Employersshouldrespectworkersviewsand

contributionstothebusiness.

 Givingworkersfairremuneration.Employersshouldpayadequatelyand

promptlytheirworkers.

 Trainingemployees.Employersshouldtraintheiremployeestoequipthem

withskills.

 Treatingemployeespolitelyinallsituationsevenwhenemployeesarein

wrong.

 Employersshouldnotabuserightsofemployees.

IMPORTANCEOFBUSINESSETHICS

1.Ithelpsthebusinesstooperatewithinamoralandlegalframeworkand

livesallpartiessatisfied.

2.Itenablesanentrepreneurtobetrustworthyandrecognizedsincehetakes

thecustomerasakinghencewideningmarket.

3.Helpsthebusinessmentomeettheirobligationstowardstheircustomers

andotherpartnersthroughrespectingbusinessethics.

4.Ithelpsthebusinesstogeneratehighprofits.Thisiswhenthebusiness

operateswithinethicalaspectswhichleadtogrowthofthebusiness.

5.Helpstobuildagoodbusinessimageandreputationwithclientswhich

improvescustomers’relations.

6.Itenablesthebusinesstoachieveitssetgoalsandobjectiveswithout

interferenceduetogoodrelationswithclients.

7.Itenablesabusinesstowingovernmentsupport.Businessesthatpractice

goodethicscaneasilygetsomeincentivesfrom thegovernment.
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8.Itenablesthebusinesstoengageinfairtradingpracticessuchasfair

treatmentofclients,fairpricinggoodworkingconditions.

9.Itincreasestheturnoverofthebusinessthroughpracticingethicslike

givingguaranteetocustomers,fairpricingetc.

10.Ithelpsthebusinesstoeasilyaccessthenecessaryrawmaterialssuchas

labourusedinproductionofgoodsandservice

11.Enables the business to preserve and protect the beauty of the

environment

12.Leadstoproductionofqualitygoodsandservicesbybusiness

BUSINESSCOMMUNICATIONSKILLS

Communicationreferstogivingandreceivinginformationfrom onepersonto

anotherand receiving feedback.Italso refers to process oftransferring

informationform thesendertothereceiver.

Effectivecommunication

Referstotheprocessofcreating,transmitting,perceivingandinterpretingof

informationbetweenthesenderandreciecver.

Or

Referstothetransferringinformationfrom thesendertothe receiverandthe

recieverunderstandsand interpretstheinformation assentbythesender.

Communicationcanbeinternalorexternal.

(a)Internalcommunication

Thisinvolvesgivingofinformationwithinthesameorganizationforexample

exchange ofideas between employees and employers orteachers and

students.

(b)Externalcommunication

Referstotheexchangeofinformationbetweentheorganizationandits

customers,suppliersandgeneralpublic.

Components/elementsofcommunication

Themajorcomponentsare

1.Sender.Thisisapersonwhom themessageoriginatesfrom,createsanidea
andsharesittothereceiver.
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2.Encoding.Aftercominguptheidea,thesendconvertstheideaintowordsor
gesturesthatwillconveymeaning.Encodingresultintoamessagewhichcan
beverbalornonverbal.

3.Message.Thisistheencodedinformationtobedeliveredtothereciever.

4.Medium/channel.Thisisthepathbywhichthemessageissentsoasto
generatearesponse.

5.Receiver.Thisiswherethereceiverdecodesthemessagei.etranslatingthe
messagefrom itssymbolform intomeaning.

6.Decoding.Thisiswheretherecievertranslatesandinterpretsthemessage
intoameaning.

7.Feedback.Thisisthereciever’sresponsetothemessageofthesender.It

tellsthesenderthatthemessagehasbeenreceivedandunderstoodandthe

purposefulfilled.

PROCESS/STAGESOFEFFECTIVECOMMUNICATION

Creatinganidea/message.Thisinvolvescomingupwithinformationto

communicatetothereciever.

Encoding.Thisinvolvesanalyzingandtransformingthoughtsorideasinto

meaningfulmessagetherecieverunderstands.

Selectingthecommunicationmedium.Thisinvolvesdecidingonthemost

suitablechanneltousewhencommunicatingthemessage.Thiscanbea

letter,telephoneorfacetofacecommunication.

Sendingthemessage.Thisistheprocessofdeliveringthemessagetothe

recieverusinganappropriatemedium.

Receivingthemessage.Thisiswherethereceivergetsincontactwiththe

message.

Decodingthemessage.Thisinvolvesinterpretingtheinformationbeing

senttothereceiverandbeingunderstood.

Providingfeedback.Thisistheresponsefrom thereceivertothesender,it

showsthatinformationhasbeenunderstood.

PRINCIPLESOFCOMMUNICATION

1.Clarity.Themessageshouldbeclearandputinlanguagethatareceiver

caneasilyunderstand

2.Completeness.Themessageshouldincludealltherelevantdataareceiver
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needstoknowandinfewwords.

3.Conciseness.The message should be brief as much as possible

containingonlytherequiredinformation.

4.Correctness.Themessagegivenshouldbeascorrectaspossiblewith

properlanguage,grammarandspellingstoavoidmisunderstandingofthe

messagebythereceiver.

5.Considerate.Thesendershouldconsiderthefeelingsofthereceiverand

shouldusepositivewordsthannegativewords.

6.Courteous.Thesendershouldbesincerewhengivinginformationand

avoidwordsthathurtthereceiver.

7.Timing.Themessageshouldbesentatarighttimewhenthereceiveris

readyandabletoreceiveit.

8.Concreteness.Themessageshouldbespecifictothepointi.e.shouldnot

betoogeneral.

9.Accuracy.Thesendershouldbeasaccurateaspossiblewithoutalteration

inhis/hercommunications.

10.Environment.Theenvironmentinwhichcommunicationisbeingmade

shouldbeconducivetoenablethereceiverunderstandthemessage.

11.Media.Messagesshouldbesentthrougharightmediathatthereceiver

caneasilyaccess.

ImportanceofEffectiveCommunication

1.Itfacilitatestheuseofbusinessdocumentslikeinvoices,purchases,order,

circularsamongothersthrougheffectivecommunication.

2.Itenables the entrepreneurto identify the bestsuppliers who are

competentandcandelivermaterialswithintheagreedperiodoftime.

3.Ithelpsintherecruitmentandselectionofworkersinanorganization.All

proceduresofrecruitmentsuchasjobadverts,interviews,inductionand

othersdependoneffectivecommunication.

4.Itallows flow ofinformation in business.Effective communication

providesinformationaboutgoodsandservicesrequiredbythecustomers.

5.Enablesthegovernmentandotherregulatorybodiestomonitor,guideand

directtheactivitiesofthebusinesshencemakingitoperatelegally.
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6.Itenablestheentrepreneurtoimproveandimplementnewpoliciesofthe

business.Thiscanbedonebygivinginstructionstothesubordinatesand

theirsupervisors.

7.Ithelpstheentrepreneurtomaintainandkeepagoodrelationshipbetween

thebusinessanditscustomershencemeetingcustomer’sneeds.

8.Itimproves on the working relationship between the employees and

employerswhichmotivatesemployeestoworkhardtowardsachievingthe

organizationalgoals.

9.Itenablestheentrepreneurto coordinatetheactivitiescarried outby

differentbusinessdepartmentwhichenablesanentrepreneurtoguidethe

businesstosuccess.

10.It facilitates competition in business.Business gets to know the

weaknesses ofthe competitors and come up with strategies ofout

competingthem througheffectivecommunication.

11.Itenablesthebusinessto getconnectedto commercialserviceslike

banks,insurance,transportamongotherswhicharemajorelementsto

successofthebusiness.

12.Itfacilitatesadvertisingofthebusinessproductsbyuseofnewspapers,

magazines,radiosamongothers.

13.Ithelpsinmarketresearch.Througheffectivecommunicationresearchers

areabletocollectdatathroughinterviewing,questionnairesetc.which

helpstoestablishcustomers’feelingsabouttheproducts.

14.Helpsinpricestablisation.Througheffectivecommunication,goodscan

easilybetransferredfrom areasofplentytoareasofscarcitywhichkeeps

stableprices.

15.Itenablesentrepreneurstomakedecisionsfrom aninformedpointofview.

NB:Reasons/Needforeffectivecommunication

Useimportanceabovebutstartwith“To”

FACTORSCONSIDEREDWHENCHOOSINGMEANSOFCOMMUNICATION

1.Availabilityofthemeansofcommunication:Entrepreneursalwayschoose

themethodofcommunicationthatisreadilyavailableandconvenientto

reduceoncosts.

2.Coverageofthemedia:Businessshoulduseameansofcommunication

thatcoversawidergeographicalmedia.
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3.Speedandurgencyofthemessage:Urgentinformationrequiresafaster

meansofcommunicationliketelephonecontactascomparedtowritten

medias.

4.Costofthe communication media:Communication should be made

throughameansthatarecheapandaffordablesoastominimizecostsof

production.

5.Natureoftheinformationtobecommunicated.Detailedinformationis

communicatedusingwrittencommunicationwhilebriefinformationoral

communicationcanbeused.

6.Audiencetobecommunicatedto.Themeansofcommunicationshould

matchwiththetypeofpeopleintermsofage,sex,socialclassbeing

communicatedtoi.eforrichinternetispreferred.

7.Secrecyofthemessage:Confidentialinformationcanbesentthrough

writtencommunicationlikelettersinordertobekeptasecret.

8.Personality ofthe recipient:Communicating to people with listening

disabilitiesisbestdonethroughuseofsignlanguage.

9.Needforfuturereference:Messagesthatneedtobereferredtoinfuture

mustbecommunicatedthroughwritingforfuturereference.

10.Age group ofthe recipients.Information to the youths are usually

communicatedtroughinternetandmagazinesthanoralcommunication.

BarriersofEffectiveCommunication

Languagebarrier.Communicatinginlanguagethatisnotfamiliartoa

receiverhinderseffectivecommunication

Poorlistening skillsbythereceiver.Somepeoplelackgood listening

culturewhichhinderseffectivecommunications.

Destructionsfrom theenvironment.Physicaldisruptionlikeloudnoise,

music,movingcars,hindereffectivecommunication.

Poor network coverage.Communicating using a telecommunication

channelwithpoornetworkmayhinderconnectionsbetweenthesender

andthereceivere.gmobilephonesandinternet.

Useofimproperchannelsofcommunication.Communicating through

newspapers to people who can’tread and write hinders effective

communication.
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Emotionalblocks.Incaseareceiverishavinganger,fearandexcitementit

mayhindereffectivecommunication.

Useofwrongtechnicalterms.Useofslogansandjargonswithdifferent

meaningsmayhindereffectivecommunication

Poorpreparationofcontent.Poorlyplannedmessagemaylackclarityand

detailsbythereceiverwhichmakesthemessageinactive.

Unclearmessage/Incompletenessofthemessage.Messagesthatdonot

contain all the facts about the subject matter hinders effective

communication

Personalityofthesender.Thepoorappearanceofthesendershowsabad

imagetotherecieverhencehinderingeffectivecommunication

Lackofinterestofthesubjectmatter.Whenthereceiverisnotinterested

onthemessagefrom thesender,communicationwillbeineffective.

Poortimingofcommunication.Messagessentatawrongtimewhenthe

receiverisnotreadyarenoteffectivelydelivered.

Wrongperception.Sometimestheideasexpressedbythesendermay

differfrom thoseoftherecipientwhichcausesmisinterpretationofthe

message.

Informationoverloadandunderload.Ifthereceiverreceivestoomuchor

littleofinformation,itmayactasbarriersinceonemayfinditdifficultto

interpretthemessage.

None attractive message. If the sender’s message is boring,

communicationmaynotbeeffective.

Waysofovercomingtheabovechallenges

1.Usingasimplelanguagethatiseasilyunderstoodbythereceiver

2.Developinggoodlisteningskills

3.Eliminatingdisruptionslikenoise,inordertohaveanoisefreeenvironment.

4.Attractingtherecieversinterestinthemessage

5.Givingenoughexplanationtothereceiveraboutthemessage

6.Emphasizingthekeypointsintheinformation

7.Usingappropriatecommunicationchannelsforexampletelephonesfor

busypeople

8.Makingthemessageclearandbrieftothepoint.
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9.Dressinginanattractingacceptablecodetothereceiver

10.Communicating reasonable amounts of communication to avoid

informationoverload.

11.Understandingthechangingbehaviorofpeoplebeingcommunicated

12.Etc

Techniquesofcommunicationwhenpresentingaproduct

 Knowingtheneedsofthetargetcustomers

 Respecting the customers privacyand knowing theirabilityto use a

product

 Givingfreesamplesandguaranteestocustomerstobackuptheproduct.

 Presentingaidslikephotographyandchartstobackuptheproduct.

Howtobargainwithcustomers

 Beinggoodcommunicator

 Convincingthecustomerstoensurethattheybuytheproduct

 Givingofferslikepricereduction,deliveryetc

Howtohandledifficultcustomers.

WAYSOFHANDLINGDIFFERENTCUSTOMERS
Thereareverymanywaysofhandlingcustomersandtheydifferfrom
organizationtoorganization.However,theproceduremayremainthesameas
below:
1.Receivingandevaluatingthedifficultcustomerobjectionsorcomplainsto

determinewhethertheyaregenuineornotandhencetakingappropriate
actiontoaddresstheaction.

2.Listeningcarefullytowhatthecustomeraresaying,soastomakethem have
hopethathisproblem istobeaddressedinthebestwaypossible.

3.Learningtoapologizetothedifferentcustomers,i.e.afterunderstandingthe
problem ofthecustomers,itisnecessarythattheentrepreneurapologize
wherethingswouldhavenotworkedout.

4.Tryingtoconvincecustomersthattheproblem beingexperiencedshallnot
occuragain.

5.Replacingoftheproductssoldtothecustomerincasetheupsetisdueto
receivingadamagedproduct.

6.Solvingcustomers’problemsastheyariseimmediately.
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LISTENINGSKILLS

Listeningskillreferstotheabsorptionofthemeaningofwordsandsentencesby

thebrain.

Waysofdevelopeffectivelisteningskills

 Usingnonverbalattendingbehaviorlikenoddingthehead

 Clearingthemindoutthethoughtstoreducementalwondering

 Makinganeyecontactinordertogetthemessageclearly

 Acknowledgingthespeakertolethim knowthatyouarelistening

 Usingvocalattendingbehaviorandsittingcomfortably

 Havinggoodbodyposturetohelpyoustayattentive

 Avoidingtomakeareplybeforecommunicationisover

 Keepingthevoicesoftratherthanpickedandaggressive

 Avoidingbeingdefensiveonapointview

Attributesofagoodlistener

 Usesnonverbalattendingbehaviorslikenoddingthehead

 Shouldmakehis/hermindfree

 Keepstheeyecontacttothespeaker

 Heacknowledgesthespeakertolethim knowthatheislistening

 Usesthevocalattendingbehaviorsandsittingcomfortably

 Hasgoodbodyposturetohelphim orherstayattentive

 Avoidsdestructionintheroom

 Takenoteswhenevernecessaryforremembering

 Listenstothecluesthattellwhatthespeakermaybefeelinglikeanger

 Rarelyaskforpardon/repeat

 Alwaysrelaxestoallowmoretobecommunicated

 Notalwaysoffensiveontheprintofviewbeingcommunicated

 Concentratesonthemessagebeingcommunicated,
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BarrierstoEffectiveListening
1.Poorhearing.Ifone’ssenseofhearingisdefective,listeningisimpaired.
2.Listener’schainofthoughtsi.e.whenthemindoflistenerishavingown

thoughts.Thesemaybecomerapidandloudfrom timetotime,marringone’s
receptivity.

3.Atooheavymessage.Useofjargonorovercompressionofideasmaymake
anoralmessagetooheavyforthelistener.

4.Listener’sself-importanceorprejudice:i.e.whenthelistenerhasputhimself
abovethespeaker,thereisnoreceptiveattitude.

5.Misunderstandingabouttheroleofalistener:Somelistenersmaynotbe
awareofwhattheirroleinaparticularsituationis.Theymaythinkthatitisthe
speaker’sresponsibilitytoexplaineverythingproperly.

6.Culturalgap:Ifthespeakerandthelistenerhavedifferentculturalhabits,the
listeningmaybeincomplete.Thelistenermayassigndifferentimportanceto
awordorphrasethanismeant.WhileOrientalsareusedtoanelaboratestyle
ofaddressingagathering,westernersareoftenquitebriefaboutit.Butthis
canbedistractingtoaneasterner.

7.Preoccupations:Somepeoplelistenwhileeating,drinkingordoinghandiwork.
Insuchcasestheattentionisdivided.Abusymanager,forinstance,maytry
tolistenwhilefilingpapersoropeningthemail.Thisaffectslistening.

8.Egoinfluence;ifthereceiverconsidershim superiorandisnotwillingtolisten,
thisegoproblem actsasastumblingblockinthelisteningprocess.

Strategiesusedtocollectoverduedebts
1.Identifyingallthedebtorsforagivenperiodoftime.Thisisdonebyanalyzing

accounts,booksofbusinessandlistingthem accordingtotheirdebts
amounts.

2.Arrangingalldebtorsaccordingtotheirauditperiodandassigningspecific
workerstoeachofthem tohelpinthecollectionofdebts.

3.Sendingofpolitedebtremindertoallthedebtors.Thesecanbedonethrough
bycallingthem onphoneorwritingtothem toremindthem tocleartheir
debts.

4.Collectingthedebtsfrom thedifferentdebtorswhowouldhaverespondedto
thereminder.

5.Updatingofthedebtor’srecordsandissuingstatementsofaccounttoeach
ofthem.

6.Sendingstrongrewardedlostdateremindertothedatedefaulters.Thisis
donetoaskthem topaytheirdatesbeforethenewdeadlinestated.

7.Takinglegalactionagainstdefaulterswhocompletelyfailtosettletheirdebts.

ADEBTRECOVERYPROGRAM
Apracticalsituation
Youaredealinginsaladmakingbusinessinwhichmostoftheproductsaresold
oncredit.
Prepareadebtrecoveryprogram
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PAMELASALAADSANDVEGETABLEPROCESSING
P.O.Box624Kampala

Tel.0704595905
ONEMONTHDEBTRECOVERYPROGRAM (1MONTH)

Date Activity Personin
charge

Remarks

Fill Identifyingthedebtors
from thebooksof
accountsofthe
business

Accountant

Fill Arrangingalldebtors
accordingtotheircredit
periodsandassigning
specificworkerstoeach
ofthem

Accountant

Sendingofapolitedate
remindertoallthe
debtors

Accountant

Receivingdebtsfrom
thedifferentdebtors

Accountant

Updatingofdebtors
recordsandissuing
statementsofaccounts
toeachofthem.

Entrepreneur

Sendingstrong
rewardedlastdate
reminderstothedebt
defaulters

Entrepreneur

Takinglegalaction
againstdefaulters

Entrepreneur

Preparedby: approvedby
…………….. ……………………………………
PEPPAPERRY ……………………………………
Salesmanager …………………………………..

FORMSOFEFFECTIVECOMMUNICATION

1.Oral communication/Verbal communication. This is a form of

communication made by a word ofmouth.Itis also face to face
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communication,itiscommonlyusedinmeeting,training,andinterviews.

2.Nonverbal/Bodycommunication.Thisinvolvestheuseofsigns/gestures

topassoninformationtoanotherperson.Thisiscommonlyusedby

peoplewhocannotreadandwriteandthosewithoutacommonlanguage

3.Visualcommunication.Thisisaform ofcommunicationthatinvolvesthe

useofdiagrams,pictured,postersphotographsandfilmstoPassover

informationtoanotherperson.

4.Audiovisualcommunication:Thisistheform ofcommunicationwhich

combinesbothaudioandvisualmeansatasametimee.gTelevisionthe

useofwritteninformationwhichispassedonfrom onepersontoanother.

5.Writtencommunication.Thisisaform ofcommunicationthatinvolvesthe

useofwritteninformationwhichispassedonfrom onepersontoanother

Examplesofwrittencommunication

 Businessletter.

 Memo.
 Reports
 Notices
 Minutes
 Circulars
 Etc

Practicalquestions
YouareemployedasageneralmanagerofAINEMBABAZIBusCompanyto
whichmanycustomersarecomplainingaboutthequalityoftheservices.
Writeamemoinvitingthecustomerrelationofficerforameeting.
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AINEMBAABAZIBUSCOMPANY
P.O.Box111KAMPALA(U)
Tel.0704983386/0774555986
Ref:
Memo Date:13thMARCH2020
From:GeneralManager
To:CustomerRelationOfficer
Subject:MEETING
IherebyinviteyoutoattendanurgentmeetingwhichistotakeplaceonSunday14th

July2020atthecompanyreceptionhallstartingat2.00p.m.themainaim forthe
meetingistodiscussthecustomerscomplainsoftheservice.Hereisacopyofthe
customerscomplain.
Pleaseendeavortoattend.
Yoursfaithfully
………………….
Name

 Reports.Thisisawrittencommunicationfrom usedtogiveconclusions
andrecommendations

Elementsofreportwriting:
 Thenameofthebusiness.
 Thetopicofinvestigation.
 Objectivesofcarryingouttheactivity.
 Thebackgroundonwhichyoucarriedouttheinvestigations.
 Yourfindingsofthesituations.
 Yourrecommendationaboutthesituation.
 Yourrecommendationforfurtherresearch.
 Conclusion.

 Circular.Thisisawrittencommunicationfrom anorganizationtoalarge

numberofpeopletogivethesameinformation.

 Notice.Thisisawrittencommunicationusedtogiveshortmessagesto

theconcernedpeople

 Bulletins.Thisisawrittencommunicationusedtokeepbriefrecordsof

resolutionsagreeduponinthemeeting.

 Minutes,theseareformalrecordsoftheproceedingsofthemeeting
especiallyresolutionsofthemeetingmainlyforfuturereference

 Journals,thesegiveinformationaboutproductsovertime
 Manuals,preciselydescribehowtousetheproduct

 Agenda,referstothelistofitemstobediscussedinthemeeting
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Componentsofbusinessletter

Theletterheader(Nameandaddress).Thisisadesignedandprintedpaper

showing the name address,telephone numberand emailofthe business

organization.

Reference:Thisisusedtoidentifythesubjectmatterandrecipient.

Date:Thisshowswhentheletterhasbeenwritten

Insideaddress.Thisshowstheperson/organizationtheletterisbeingaddressed

to.

Salutation:Thisisgeneralgreetingusedtostartaletteranditcanbedear

sir/madam

Subjectheading.Thisisabriefindicationofamaincontactofaletterandmust

beputincapitalletter.

Bodyoftheletter:Thisgivesalltheinformationthatthepersonintendstopass

ontoanotherperson.Itisalwaysputinparagraph.

Complementingclause:Thisisthegeneralclosingoftheletter,itcanbeended

byyoursfaithfully/yourssincerely,signature,nameandtitleofthesender.

Enclosure,Thisshowssomethingthathasbeensealedinsidetheletter.

AFORMATOFTHEBUSINESSLETTER
Modernbusinessorganizationsuseblockedstylewhereallpartsofthebusiness
letterbeginfrom theleftmarginasillustratedbelow:
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JANITAANDDAUGHTERSLIMITED
P.O.Box624,KAMPALA(U)
TeL0772996022

Ref:L1/P/12th/March/2020

12thmarch2020
ThemarketingOfficer
MusokeFarmersLtd
P.O.Box194
KAMPALA

DearSir,
SUBJECT: GOODSSUPPLIED
Iwishtoinform youthatthebananaswhichyousuppliedtouson8thJuly2016
werepoorlypackedandasaresult,mostoftheconsignmentgotspoilt.
Youwillrecallthatwehaveinthepastsentyoucommunicationonthesame
issue,acopyofwhichisherebyendorsedforreference.
Thisisthereforetorequestyoutomaintainhighpackingstandardssothatwecan
receivequalitybananasingoodconditionthatwillappealtoourcustomers.
Otherwise,wewillbeforcedtoreviewourbusinessrelationshipwithyou.
YoursFaithfully,
………………
PEPPAPERRY
PURCHASINGOFFICER
Enc.

Organizationalcommunication

Thereisalotofinformationwhichflowsbetweendualsinanorganizations.

Some of which are correct,itmay be formalor informal.The formal

communicationinanorganizationmayeitherbevertical/horizontal.

VERTICALCHANNEL

Thisisclassifiedintotwo;

(1)Upwardcommunicationanddownwardcommunication

(2)Down ward communication:Thisiswhereinformation movesfrom top

managementtothelowerlevelofsubordinates.

Mediainvolvedindownwardcommunication
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i. Meetings are used to transmitorders,instructions,and information

policiesamongotherstoemployees.

ii. Noticesusedtopassshortmessageswhichconcernanumberofpeople.

Itisnormallyputonanoticeboardforpeopletobeready.

iii. Letters(periodical)forpassinginformationsuchasprocedures.

iv. Handbook/pamphletsusedtopassinformationsuchasstandingorders,

policiesandothers.

v. Annualreportsusedtoconveythesummaryoforganizationpositionof

performance.

UPWARDCHANNEL(COMMUNICATION)

Thisiswhereinformationmovesfrom lowerleveltothetopmanagementinthe

hierarchyofcommunication

Thisisusedinmostcaseswhenconveyingcomplaints,feedback,suggestions,

andproblemsamongothers.

Mediaofupwardcommunication

 Usingasuggestionboxwhereemployeesareencouragedtowritetheir

complaints,suggestionsanddropthem inthebox.

 Throughsocialgatheringswhereemployeesareencouragedtointeractin

freeinformalatmosphereandsharetheirinteractions.

 Throughopenpolicywherethemanagementencouragessubordinatesto

issuetotheirofficewithoutfear.

 Direct correspondence where employees write to the management

addressingtheirproblems.

 Byusingofreports.Thisiswheresupervisorsreportontheprogressofthe

workassignedtothemanagement.

 Counsellingprograms:Thisiswhereemployeesareencouragedtoseek

forhelponpersonalproblems.

HORIZONTALCHANNELOFCOMMUNICATION

Thisiswherecommunicationmovesbetweenandamongindividualsatthe

samelevelinanorganizationforexamplefrom employeetoemployer.
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PERSONALBRANDING

Personalbrandingreferstogivingauniquenametoaproduct,service,a
businessorevenanindividualtodistinguishitfrom otherproducts/business.

OR

Referstotheprocessbywhichindividualsandentrepreneursdifferentiate
themselvesandstandoutfrom themanybyidentifyinguniquevaluepreposition.

GUIDLINES/STEPSINDEVELPOINGAPERSONALBRAND

Belowarestepsofcreatingapersonalbrand.

(i) Determiningwhoyouare.Thisinvolvesidentifyingwhatonedoes,

personalstrengthsandtalents.

(ii) Determiningwhatyoudo.Thisinvolveswritingdownone’sgreatest

areasofprofessionalinterestandpassion.Thisreflectsthekindof

workonewantstodoinlife.

(iii) Positioningyourself.Itinvolvesidentifyingdifferentfeatures/qualities

thatmakeapersonuniquefrom hiscompetitorsi.eWhathaveIdoneto

makemyselfstandout?

(iv) Managingyourbrand.Thisinvolvesmarketingthebrand.Thekeyto

anypersonalbrandingcampaignis“wordofmouthmarketing”i.e.the

networkoffriends,colleagues,clients,andcustomersisthemost

importantmarketingtoolforapersonalbrand.

PRINCIPLESOFCREATINGEFFECTIVEANDLUCARATIVEPERSONALBRAND.

Specialization.Agreatpersonalbrandmustbeprecise,concentrated
onasinglecorestrength,talentorachievement.

Leadership.Thesourceofpersonalbranddemandsthatthereshould
beperceivedbypeopleasaleaderinhisorherdomainorstateof
influence.

Personality.Agreatpersonalbrandmustbebuiltonabackgroundof
thesource’srealpersonality.

Distinctiveness.Aneffectivepersonalbrandneedstobeexpressedina
waythatisdifferentfrom thecompetitors.

Visibility.Asuccessfulpersonalbrandmustbeseenoverandover
againuntilittakesit’sshape.
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Unity.Aprivatepersonbehindapersonalbrandmustadhere/stickto
themoralandbehavioralcodelaiddownbythebrand.

Persistence:Anypersonalbrandtakestimetogrow.Itshouldgradually
growandbesidesshouldbesupplementedwithadvertising.

Goodwill.APersonalbrandshouldproducebetterresultsandendure
longerifthepersonbehinditisperceivedinapositiveway.

Importanceofdevelopingapersonalbrand

(i) Itspeaksvolumesaboutyourcompanyandbuildsareputationforyour

businessamongstyourcustomerswhoknowexactlywhatyoucan

deliver.

(ii) Itishelpfulinimplementingnewbusinessplanswithclientsand

customersasyoualreadyhaveareferencepointthroughyourbrand.

(iii) Itenablesanenterprisetocompetefavourablywithalreadyestablished

brandsinthemarketasyoubuildyourownbrandloyaltywith

consumers.

(iv) Aclearbrandstrategyhelpsanentrepreneurtoraisehis/herbrand

visibilityasyouraudienceiswillingtopaymoreafterbecomingfamiliar

withyourbrand.

(v) Ithelpsinfollowingupthepromisesofentrepreneurs’brand.Itis

importanttofollowuponthepromisethroughthequalityofyour

product.

(vi) Itcreatesasenseofindividualityanduniquenessinthemindsofthe

customers.Customersareabletodifferentiatethegoodsofan

entrepreneurfrom thoseofhiscompetitors.

(vii) Itincreasesauthorityandcredibilityofdecisions.Thishelpsin

producingwhatcustomerswant.

(viii) Itaddsperceivedvaluetowhatanentrepreneurisselling.The

customerswillperceiveone’sproductsasvaluable.

(ix) Itattractstherightpeopleandopportunitieswhichincreasesonthe

earningsofthebusiness.

(x) Itassociatestheentrepreneurwithhis/herproductorservicehence

causinggoodimagebusinessimage.
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(xi) Itincreasessalesinbusiness.Agoodpersonalbrandattractsnew

customersaswellasmaintainingtheoldonehenceincreasingsales.

OBJECTIVES/REASONSFORPERSONALBRANDING

Thefollowingareobjectivesofpersonalbranding:

 Toimproveontheimageofthebusiness/tobuildareputationforthe

businessamongstcustomerswhoknowexactlywhatthebusinesscan

deliver.

 Toenableanentrepreneurtoimplementnewbusinessplanswithclients

andcustomersasshe/healreadyhasareferencepointthroughhis/her

brand.

 Toenableanentrepreneur/enterprisetocompetefavourablywithalready

establishedbrandsinthemarketashe/shebuildshis/herownbrand

loyaltywithconsumers.

 Tohelpanentrepreneurtoraisehis/herbrandvisibilityashis/heraudience

iswillingtopayapremium afterbecomingacquaintedwithhis/herbrand.

 Topositionthefocusedmessageinthemindsofentrepreneur’starget

customers.

 Toincreaseauthorityandcredibilityofdecisions

 Toaddperceivedvaluetowhatanentrepreneurisseeking.

 Toattracttherightpeopleandopportunities.

 Toassociatetheentrepreneurwithhis/herproductorservice

 Toincreasetheenterprise’smarketshare

 Toreduceduplicationofproductsoftheenterprise

 Tocreatebrandloyaltyofthebusinessproducts

 Toincreaseawarenessofbusinessproducts

NB:Usetheimportanceabovetoimproveontheexplanations.

REVISIONQUESTIONS

1.(a)Definetheterm personalbranding
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(b)Discussthestepstakenwhendevelopingapersonalbrand

(c)Whyisthereneedtodevelopaneffectiveandlucrativepersonalbrand

2(a)Explaintheimportance/significanceofdevelopingpersonalbrand.

(b)Discussthevariousprinciplesofeffectivepersonalbranding


