	25 Qualities and Characteristics of a Good Manager
Personal Characteristics

There are items that can help you improve yourself, and enhance your interactions with others. Desirable personal characteristics make a manager someone that others can look up to, and feel comfortable following:

1. Self-Motivation: An effective manager can’t motivate others if he or she can’t self-motivate. Self-motivation, the ability to get yourself going, and take charge of what’s next for you, is a vital personal characteristic for a manager. You have to keep yourself going — and motivate those who work with you.

2. Integrity: People trust a good manager because they know he has personal integrity. Workers need to know that you will fight for them, do what you say, and follow the rules.

3. Dependability/Reliability: As a person, you should be dependable and reliable. Your superiors, as well as your subordinates, need to know that you can be counted on. Others in the organization should be able to rely on you.

4. Optimism: Do you look to the future with hope? An optimistic attitude can help build morale in your employees. Your positive attitude can inspire others, and help them feel good about getting things done.

5. Confidence: Do you have confidence in yourself. You need to be able to make decisions in confidence, and show others that you are capable of making good decisions. Your confidence will rub off on others, and can be of benefit.

6. Calmness: As the manager, you can’t afford to break down when the pressure is on. The ability to remain calm and do what needs to be done is essential in a good manager.

7. Flexibility: A certain amount of flexibility is needed by a manager, since he or she may need to adapt to changing situations.
Business Characteristics

8. Industry Knowledge: What do you know about the industry you are in? It helps understand your industry so that you can answer questions and perform your work more effectively. Workers may not need industry knowledge, but a manager should have some.

9. Know When to Delegate: An effective manager knows that some tasks need to be delegated. You should be able to identify workers who will do well, and give them tasks they can succeed at — while helping the project.

10. Organization: You need to be organized in order to be a good manager. Keep track of projects, employees and assignments so that you are on top of what needs to happen in the business.

11. Basic Money Management: Understand basic financial concepts so that you understand how to manage money as part of a project you have been given.

12. Business Hierarchy: You should know how the hierarchy works at your business, and follow the chain of command. Make sure that you understand your duties, and to whom you report. You should also know how the organization affects your subordinates.

13. Legal Implications: While you don’t need to be a law expert, you should have a grasp of the legal implications of sexual harassment, proper hiring and firing practices, confidentiality, and more.
Communication Qualities

A good manager needs to be able to communicate effectively. You might be surprised at the different qualities there are related to communication. Make sure that you develop the ability to communicate as part of your efforts. Here are some qualities to possess if you want to be an affective communicator as you fulfill your management duties.

14. Written Communication: Learn how to communicate effectively in writing. A good manager should be able to write professionally and with correct grammar, expressing him or herself in email, memos, and thank you notes.

15. Public Speaking: As a good manager, you should know how to speak publicly, annunciating your words, and concisely communicating your ideas, whether in an interview, or addressing workers.

16. Constructive Feedback: Learn how to provide feedback in a way that is helpful to workers and others.

17. Active Listening: One of the most important communication skills is listening. Make sure you are listening to your workers, superiors and customers, and that you acknowledge them.

18. Specific: When giving instructions, be specific in what you want, and in expected outcomes. Make sure your employees understand what should happen.

19. Organize Your Presentations: Organize and practice your presentations before giving them so that you are clear and concise, and so that your presentation flows well.
Relationship Qualities

20. Customer Service: You might be surprised to discover the customer service is a relationship quality. However, it is. You need to be able to build good relationships with customers if you want to be a good manager. Learn how to relate to customers, and see things from their perspective.

21. Mediator: Do you know how to make peace? Often, a good manager needs to be able to act as a mediator between workers, between a worker and a client, or between a superior and a worker. Brush up on your mediation qualities, and learn conflict resolution techniques to be a good manager.

22. Team Player: Are you part of a team? You need to be able to function as part of a team if you want to succeed as an effective manager. Make sure that you are willing to work with others, and that you will hold up your end.

23. Respect: You need to be respectful of your workers if you are to have respect as a manager in return. It’s up to you to set the example and build relationships of respect.

24. Collaboration: You’ll need to set up collaborations with others. You should also be able to work well with others, and understand how to integrate ideas and personalities.

25. Value Others: A good manager helps employees feel valued. Surveys show that employees want recognition from their superiors, and you need to make sure to recognize contributions from your workers.
Source: http://www.phdinmanagement.org/25-qualities-and-characteristics-of-a-good-manager.html
1. Πως ορίζεται η Πολύ Μικρή, η Μικρή, η Μεσαία και η Μεγάλη Επιχείρηση 
και τι είναι οι ΕΜΕ 

	 
Ο ορισμός των πολύ μικρών, μικρών και μεσαίων επιχειρήσεων της ΕK γίνεται με βάση τον αριθμό του προσωπικού, το ύψος του κύκλου εργασιών και το ύψος του ετήσιου ισολογισμού μιας επιχείρησης.
∟ Πως ορίζεται η Πολύ Μικρή Επιχείρηση 
Ως πολύ μικρή επιχείρηση ορίζεται η επιχείρηση η οποία απασχολεί λιγότερους από 10 εργαζομένους (ΕΜΕ) και της οποίας ο κύκλος εργασιών ή το σύνολο του ετήσιου ισολογισμού δεν υπερβαίνει τα 2 εκατ. ευρώ.
∟ Πως ορίζεται η Μικρή Επιχείρηση 
Ως μικρή επιχείρηση ορίζεται η επιχείρηση η οποία απασχολεί λιγότερους από 50 εργαζομένους (ΕΜΕ) και ο κύκλος εργασιών της ή το σύνολο του ετήσιου ισολογισμού δεν υπερβαίνει τα 10 εκατ. ευρώ.
∟ Πως ορίζεται η Μεσαία Επιχείρηση 
Ως μεσαία επιχείρηση ορίζεται η επιχείρηση η οποία απασχολεί λιγότερους από 250 εργαζομένους (ΕΜΕ) και της οποίας ο κύκλος εργασιών δεν υπερβαίνει τα 50 εκατ. ευρώ ή το σύνολο του ετήσιου ισολογισμού δεν υπερβαίνει τα 43 εκατ. ευρώ.
∟ Πως ορίζεται η Μεγάλη Επιχείρηση 
Ως μεγάλη επιχείρηση ορίζεται η επιχείρηση η οποία απασχολεί περισσότερους από 250 εργαζομένους (ΕΜΕ), ή / και  της οποίας ο κύκλος εργασιών υπερβαίνει τα 50 εκατ. ευρώ ή το σύνολο του ετήσιου ισολογισμού υπερβαίνει τα 43 εκατ. ευρώ. 
 

∟ Τι είναι οι ΕΜΕ (Ετήσιες Μονάδες Εργασίας)
Ο αριθμός ΕΜΕ (Ετήσιες Μονάδες Εργασίας) αντιπροσωπεύει τον ετήσιο αριθμό των εργαζομένων μιας επιχείρησης ανάλογα με τις ημέρες που έχουν εργαστεί. Για να υπολογιστεί πρέπει να διαιρεθεί ο ετήσιος αριθμός ημερών εργασίας μιας επιχείρησης δια 300 ημέρες. Μια επιχείρηση πχ που είχε πέρυσι 450 ημέρες εργασίας θεωρείται ότι απασχολεί 1,5 ΕΜΕ.
 

Πηγή: Σύσταση 2003/361/ΕΚ της Ευρωπαϊκής Επιτροπής, της 6ης Μαΐου 2003, σχετικά με τον ορισμό των πολύ μικρών, των μικρών και των μεσαίων επιχειρήσεων [Επίσημη Εφημερίδα L 124 της 20.05.2003].


……………………………………………………………

When viewing any of the composite size reports, the definitions are as below:

Small – Less than 50 employees, regardless of revenue, or, if the number of employees is unknown, then revenue of less than £5.6m/$5.6m will be taken as an indicator that it is a small business.
Medium – Between 50 and 249 employees, regardless of revenue, or, if the number of employees is unknown, then revenue of greater than or equal to £5.6m/$5.6m and less than £22.8m/$22.8m will be taken as an indicator that it is a medium business.
Large – Greater than or equal to 250 employees, regardless of revenue, or, if the number of employees is unknown, then revenue of greater than or equal to £22.8m/$22.8m will be taken as an indicator that it is a large business.

2. Enterprise vs Business 

There are many different words being used for any entity that is set up with the intention to earn profits or one that has been set up to indulge in any economic activity. We are all aware of the words like company, organization, firm, business, enterprise etc. and generally make no difference between these concepts that are used interchangeably to indicate a commercial establishment working to earn profits for the stakeholders. However, there are subtle differences between the words enterprise and business and that will be highlighted in this article, to enable readers to read the nuances correctly when they hear the word enterprise for an establishment.

Enterprise
Enterprise is a word that is commonly used to refer to some businesses. It is common to hear or read the word being used for startups and established commercial setups. However, the word is used more for individuals whose actions reflect an initiative involving risk. However, in the realm of businesses, what is it that makes a business an enterprise while it is simply a company or an organization in other cases? While it is the initiative and resourcefulness of an entrepreneur that makes a venture an enterprise, the word is used more in IT industry than in other industries of the economy. Thus, we have enterprise solutions, enterprise architecture, enterprise computing system, and so on. In many economies, a small and medium enterprise (SME) is a phrase that is applied to small industrial units irrespective of their nature or type.

Business
Business is a generic word that is used commonly for any commercial establishment that is being run to earn profits for the shareholders and the owners. When filling up a form to let it is known about your source income, you are asked if you are doing business or are into service. Disclosing your source of income is also required when filing tax returns. You are your own boss when you set up a business whereas you work for others when you are into a 9 to 5 job. So, a business is a type of occupation in this sense.

Business is also the volume of trade between countries as when talking about business between countries. If you are not concerned or bothered about something, you say that it is none of my business.

What is the difference between Enterprise and Business?
• While an enterprise can be a business, not all businesses are enterprises.

• An enterprise is usually a venture that reflect an initiative or high risk taking ability of the entrepreneur.

• Enterprise connotes something bigger and far-reaching than a simple occupation.

• Business is also a type of occupation that reflects the fact that the owner is his own boss.

• Enterprise is a concept that is used more often in terms of IT industry such as enterprise solutions, enterprise security, enterprise architecture, and so on.

• Enterprise also refers to risk taking ability and the initiative undertaken by an individual.

…………………………………………………………………………………………
                                      3a. Types of Business

There are three major types of businesses:

1. Service Business 

A service type of business provides intangible products (products with no physical form). Service type firms offer professional skills, expertise, advice, and other similar products.

Examples of service businesses are: salons, repair shops, schools, banks, accounting firms, and law firms.

2. Merchandising Business

This type of business buys products at wholesale price and sells the same at retail price. They are known as "buy and sell" businesses. They make profit by selling the products at prices higher than their purchase costs.

A merchandising business sells a product without changing its form. Examples are: grocery stores, convenience stores, distributors, and other resellers.

3. Manufacturing Business

Unlike a merchandising business, a manufacturing business buys products with the intention of using them as materials in making a new product. Thus, there is a transformation of the products purchased.

A manufacturing business combines raw materials, labor, and factory overhead [εργοστασιακή επιβάρυνση] in its production process. The manufactured goods will then be sold to customers.

Hybrid Business

Hybrid businesses are companies that may be classified in more than one type of business. A restaurant, for example, combines ingredients in making a fine meal (manufacturing), sells a cold bottle of wine (merchandising), and fills customer orders (service).

Nonetheless, these companies may be classified according to their major business interest. In that case, restaurants are more of the service type – they provide dining services.

………………………………………………………………………

3b. Οργανωτική Συμπεριφορά

Το παρόν μάθημα ασχολείται με την προβολή της σημασίας του ανθρώπινου παράγοντα για την αποτελεσματική λειτουργία του οργανισμού. Για την ακρίβεια, ερμηνεύει τη συμπεριφορά των ατόμων και των ομάδων μέσα στον οργανισμό, με στόχο τον καλύτερο σχεδιασμό των οργανωσιακών διαδικασιών, πολιτικών και πρακτικών

Organizational behavior is the scientific study that emphasizes the understanding of human factor at an individual, group and organizational level. In particular, it sets out to delineate individual and team behavior within organizations, in order to facilitate the design of appropriate organizational procedures, policies and practices.
https://apps.il-work-net.com/cis/clusters/OccupationDetails/100228?parentId=110300&section=conditions&sectionTitle=Working%20Conditions
…………………………………………………………………………………………
ΜΙΣΘΟΣ ΔΙΕΥΘΥΝΤΗ  (Πηγή: Καθημερινή, 2016)
Είναι ενδεικτικό ότι, στον τομέα πωλήσεων και μάρκετινγκ, οι μισθοί κυμαίνονται μεταξύ 1.300 και 2.000 ευρώ στους υπεύθυνους εμπορικού ονόματος (brand manager), μεταξύ 2.000 και 3.500 στους διευθυντές ανάπτυξης, μεταξύ 4.000 και 5.500 στους γενικούς διευθυντές πωλήσεων και μεταξύ 1.000 και 1.500 ευρώ στους διευθυντές καταστημάτων. Στον τομέα λογιστικής-χρηματοοικονομικής, οι διακυμάνσεις στους μισθούς είναι μεγαλύτερες. Ετσι, ένας λογιστής μπορεί να αμείβεται μεταξύ 1.500 και 5.000 ευρώ, ενώ ένας υπάλληλος λογιστηρίου μεταξύ 900 και 1.600 ευρώ. Στον ίδιο τομέα, οι γενικοί οικονομικοί διευθυντές αμείβονται με μισθούς από 4.000 έως και 7.000 ευρώ. Τέλος, στις τεχνολογίες, ο ανώτατος μισθός φθάνει τις 5.000 ευρώ για τη θέση του IT director (με τον χαμηλότερο μισθό για την ίδια θέση να ανέρχεται σε 3.500 ευρώ) και ο κατώτατος τα 1.000 ευρώ για τον διαχειριστή (με υψηλότερη τιμή τα 1.600 ευρώ τον μήνα).

What are the salaries for jobs related to Business Manager jobs ?

	Keyterm
	Average 
	Range
	Monthly change* 

	Senior Business Development Manager
	£57,500
	£47,500​-​£67,500
	 -15%

	Commercial Manager
	£52,500
	£42,500​-​£62,500
	 0%

	Commercial Director
	£47,500
	£37,500​-​£58,750
	 -10%

	Business Leader
	£42,500
	£32,500​-​£57,500
	 -11%

	Business Development Director
	£42,500
	£25,000​-​£58,750
	 -11%

	Business Development Manager
	£37,500
	£32,500​-​£52,500
	 0%

	New Business Development Manager
	£32,500
	£32,500​-​£45,000
	 -24%

	Business Developer
	£32,500
	£25,000​-​£47,500
	 0%


…………………………………………………………………………………..
BONUS

When structuring recurring, performance-based bonuses, small businesses generally have three options to consider:

· Bonuses based on individual performance

· Bonuses based on department or company performance

· Bonuses not based on performance at all (e.g., a flat bonus for everyone)

From a worker perspective, there are pros and cons to each option. A bonus not based on performance is guaranteed, but because there’s no performance incentive involved, the payout is relatively small. It’s a no risk, low reward option. 

On the other hand, bonuses based on individual performance can be incredibly lucrative—assuming workers can meet often-rigorous performance goals. It’s high risk, high reward.

But when we asked workers which option they prefer, the favorite is clear: 67 percent prefer a bonus tied to their individual performance over a bonus based on group performance, or not tied to performance at all.

Dr. Michael Gibbs, professor of economics at the University of Chicago Booth School of Business, says department- or company-based performance bonuses also send the wrong message.

“Best performers will tend to get cynical when a company rewards something else, like the performance of the board or everyone collectively,” says Gibbs. “A bureaucratic approach to incentive pay basically means no incentive in the end. All you’re going to do is make people cynical and disappointed.”

To promote motivation and retention among your best workers, rewarding bonuses based on individual performance is best.
…………………………………………………………………………………..……….

http://www.accountingverse.com/accounting-basics/types-of-businesses.html

Questions.

1. What is the reward of a businessman?

2. What do most businesses require?

3. What is the first task of a person who wants to start a business?

4. In what ways can someone obtain capital?

Choose the best answer:
1. A man who starts a business

a. feels he can manufacture some useful articles needed by his fellow

men.

b. feels he can buy some useful commodity needed by his fellow men.

c. feels he can produce some useful commodity needed by himself.

d. feels he can sell some useful commodity to his fellow men.

2. Most businesses require

a. premises.

b. furniture.

c. assets.

d. machinery.

3. The assets must be contributed by

a. the borrower.

b. the buyer.

c. the seller.

d. the proprietor.

4. The first job of a person who starts a business is

a. to buy premises.

To gather capital

To sell his property.

To borrow money.

5. A way of getting capital is 

a. to lend it.

b. to spare it.

c. to spend it.

d. to borrow it.

5.

1. Mr Frampton made a . . . . . . . . . . investment during his last visit in

London; his capital will be increased.

2. The Greeks . . . . . . . . . . mostly medicines for the Servian refugees.

3. Any good management wishes to improve efficiency and . . . . . . . . 

4. Land, buildings, plant, machinery, furniture and fittings, are the so

called fixed . . . . . . . . . . 

5. The proprietor of a business must have . . . . . . . . . . in order to buy

the assets of his company.

6. We normally pay . . . . . . . . . . on money borrowed.

…………………………………………………………………………………………..

                                      Forms of Business Organization

These are the basic forms of business ownership:

1. Sole Proprietorship - A sole proprietorship is a business owned by only one person. It is easy to set-up and is the least costly among all forms of ownership.

The owner faces unlimited liability; meaning, the creditors of the business may go after the personal assets of the owner if the business cannot pay them.

The sole proprietorship form is usually adopted by small business entities.

2. Partnership - A partnership is a business owned by two or more persons who contribute resources into the entity. The partners divide the profits of the business among themselves.
In general partnerships, all partners have unlimited liability. In limited partnerships, creditors cannot go after the personal assets of the limited partners.

3. Corporation - A corporation is a business organization that has a separate legal personality from its owners. Ownership in a stock corporation is represented by shares of stock.

The owners (stockholders) enjoy limited liability but have limited involvement in the company's operations. The board of directors, an elected group from the stockholders, controls the activities of the corporation.

In addition to those basic forms of business ownership, these are some other types of organizations that are common today:

Limited Liability Company - Limited liability companies (LLCs) in the USA, are hybrid forms of business that have characteristics of both a corporation and a partnership. An LLC is not incorporated; hence, it is not considered a corporation.
Nonetheless, the owners enjoy limited liability like in a corporation. An LLC may elect to be taxed as a sole proprietorship, a partnership, or a corporation.

Cooperative - A cooperative is a business organization owned by a group of individuals and is operated for their mutual benefit. The persons making up the group are called members. Cooperatives may be incorporated or unincorporated.

Some examples of cooperatives are: water and electricity (utility) cooperatives, cooperative banking, credit unions, and housing cooperatives.

