Dental management
Management : getting things done through people 

Manager above supervisor &if reach top management :executive

Functions of supervision:
1-Planning                                           2-organizing

3-directing                                           4-controlling

5-coordinating

Leadership skills:
-Communication                  -Motivation          -Decision making

-Time management                        -Career development

 To be effective supervisor need:

-Self confidence                               -Respect for others

Maintain management & technical competence

Sense of humor                                -creativity-
-Ability to make decisions                -Energy , Empowering
-Customer awareness                        -Quality oriented

Needs of employee from their supervisor:
Discuss problems with me & always ready to listen to me 
Tell me how he feel about my work

Help me do a better job.

Tell big boss when I do good job

He mean it when give me compliment

Bat for me to get my rights

Relationships with other supervisors:

Attain good contact – share problems & ideas-share equipment &

services-coordination
Relationship with your manager :

Know boss's body language, what please hem ,if prefer to communicate verbally or by memo learn it soon if new

Give manager all necessary information ,admit your mistake &don't make it twice

PITFALLS :don't have all of the above

Tips : have all of the above
Planning              Action to reach specific goal
Benefits:

ensure work effectively& efficiently--doing things right from the first time            
proactive: decrease need to manage by crisis & cope with crisis if happen  ex. fire

classification of plan
strategic plans :achieve long range goal

tactical plan : translate strategy into specific objectives& action
organizational plans: table of organization include position description

physical plans : topography    - operational plans: work process
functional plans : major functional service ex. finance, nursing

financial plans: address inflow& outflow of currency
six elements of planning
1-vision ; leader create vision around which people rally

Vision statement : -fire people up as "I have a dream"

-clear & exciting.    – broad vision – aim at the consumer 
Vision translated at mission statement
2- mission statement: define purpose of organization must be:-
-Expressed clearly in one paragraph or less, in simple language

Believable to everyone in organization.-
-if workers participate in formulation it they do their best to make it happen  --may include: vision, goals& strategy 

-it answers : where you want to be 5 years after?

Ex: "we want service beyond expectations of our customers
3-goals:  have ends unlike mission statement so employee like it: they prefer work on projects than perform routine work

4-objective:actions taken to reach a goal. it should be :-

realistic, understandable,  measurable, achievable -

-specific ex: reduce inventory cost not specific but reduce inventory costs by 10% within 12 months
-assign priorities &set target date-written get more attention
-degree of challenge to motivate employee ,yet attainable.
5-startegy :successful organization build on their existing strengths &eliminate their weakness, constantly search for

innovative ways 

6-action plans: steps

Step 1:identify the problem: What's wrong with current service? why need change? What's our strength& weakness ? Risks, cost
Step 2:obtain&analyze data :Collect information, use statistical analysis ,document deficiencies& chance of improvement 
Step 3:determine the best action :


What to do? Why do it? Who will do it? how? when start it&  end?

Step 4: carry out the plan: -identify resources: people, equipment –prepare checklists of important tasks-assign tasks ,authority –prepare work schedule--Provide necessary training .
Sequencing& scheduling of tasks: document tasks &analyze time required :chronological list of tasks--- Establish priorities
Budget preparation: estimate all costs with each task
Step 5:monitor process, report progress &make adjustments  
Organizing
Gear up to carry out decisions made in planning phase

Essential organizational tools: rules, policies, procedure, position description
*Values -corporate values : employers express: what they regard evidence of loyalty, behavior, ethical practice when supervisor violate their own value; employee use word like "unfair"

-Personal values : what is considered ethical to someone can be unethical to other ex. Establish work build upon competition ,concerned about  what is important regarding work
*Authority: formal power passed on down -important to supervisor expressed in their position description but must be supplemented by : expertise, creditability, leadership skill, charisma& influence
-Other Supervisor activities:-1- personal administration: select train &orient new employee –assign tasks &delegate authorities-make schedule-counseling
2-fiscal administration :-select supplies& equipments –select vendor-inventory levels
3-procedures: select& modify methods–other administrative matter:quality managing

*unity of command: one leader; each employee report to one superior only
*span of control: number of employee report to a leader, computers expand span of control so supervisor direct more people
*Staffing:start with human resource plan,recruitment&orienting new employee

Staffing underqualified people that need train without great cost &loss of time better than staffing overqualified people cause they are less bored &lower turnover rate

*Assigning: tasks described in position description, ordinarily performed by employee ,while delegation :transfer of authority from supervisor to employee
Supervisor must match assignment with ability : provide necessary training, contain complete task,written,explained,sufficient time to finish work, report problem

Informal organization: not in organization chart yet powerful, has its own communication system: grapevine, rather than formal union may have more power
Coordination process
Process of synchronizing activities &participants so they function smoothly
It expands definition of management to :getting things done with people
Proactive coordination: activities anticipating& preventing problems

Reactive coordination:maintain existing functional arrangement& treat errors when be

Breakdown in coordination: due to faulty communication, personality conflicts, training deficiencies, conflict of authority

Communication modalities: uptodate table of organization, policy ,reports, memos, computers, voicemail, telephones &meetings

Tools of coordination: committees increase it by having divergent viewpoints but costly& time consuming  coordinates: Interdepartmental important role in quality management, risk management, customer service, staff training

Tips for better interdepartmental coordination:
-Seek collaborative solutions(win-win)-treat people as collaborators-place teamwork above competition-be patient& reasonable –avoid upset people –eliminate sarcasm

Get to know your staff & colleagues & their work better--express sincere appreciation for their efforts-use verbal then written requests—listen to employee problems
Process reengineering

Redesign process +systems, policies or structures that support them 

Major tool to change system or design new approach goal: increase productivity, reduces cost ,improve quality. Reengineering in macro level structural changes& reorganizing while in micro level team building, operational efficiency
Successful reengineering require :
1-leadership style that allow participative management ,delegation 
2-system is the cause of problem not employee performance
Factors in selecting process to be reengineered :
 1-current process dysfunctional2-Importance,3-feasability"can make change"
Preparation &implementation of reengineering :
1-start with customer input: what they want

2-talk to your front line service providers as nurses they can tell more than consultant
3-visit facilities that have reputations for outstanding service &learn what you can 

4-create temporary problem solving team 

5-avoid too many open ended initiatives :employee prefer specific problem &deadline

6-establsih measurement system : include schedules, costs, employee

Barriers to reengineering: cost,time,team turnover

Cause of reengineering failure :A-loss of interest &support of top management 

B-resistance of workers who should implement the initiative :

They are not convinced of need for change OR perceive it as threat may drag their fet
