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Unit 1
CONCEPTS OF SUPERVISION AND
MANAGEMENT

SUPERVISORY SKILLS

Definition

Supervisory skill refers to the ability of a
person (usually a supervisor or manager) to

effectively guide, direct, and oversee the work
of others to achieve organizational goals.




Concept of Management

> Management is the process of planning, organizing,
leading, and controlling resources to achieve
organizational goals effectively and efficiently.

Main Functions of Management

> Planning - Setting goals and deciding how to achieve
them

> Organizing - Arranging resources and tasks

> Leading (Directing) - Guiding and motivating
employees

> Controlling - Monitoring performance and making
corrections




Concept of Supervision

» Supervision is the process of overseeing and guiding employees in
their daily work to ensure tasks are completed correctly, efficiently,
and according to standards.

Main Features of Supervision

» Direct contact with workers: Supervisors work closely with
employees.

> Day-to-day focus: It deals with routine activities and immediate tasks.

» Instruction and guidance: Supervisors explain how work should be
done.

Monitoring performance: Checking progress and correcting
mistakes.

Support role: Helping employees solve problems and improve skKills.




Functions of Management

1.Planning

2. Organizing

3. Staffing

4. Directing (Leading)
5. Controlling




Planning - Setting goals and deciding how to
achieve them

Planning is the process of deciding in advance what to do,
how to do it, when to do it, and who will do it. It is the first
and most important function of management.

Steps in Planning

» Identifying objectives

> Analyzing current situation

> Developing alternatives

> Evaluating alternatives

» Selecting the best course of action
» Implementing the plan




gl(anlzmg Arranging resources and
tas

» Organizing is the process of arranging tasks,

resources, and people to implement plans effecti
“Right people, right place, right time.”

Identifies tasks that need to be done

Groups tasks into departments or units
Assigns roles and responsibilities to employees
Allocates resources (money, tools, people)

Establishes authority and reporting relationships

vV v v v v v Y

Ensures efficient workflow and coordination




Staffing

» Staffing is the function of recruiting, selecting,
training, and developing employees.

“People are the engine of success.”
Determines human resource needs

Recruits and selects qualified employees
Provides training and development
Evaluates employee performance

Ensures employee motivation and retention
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Builds a strong and capable workforce




Directing (Leading)

Directing is the process of guiding, supervising, and
motivating employees to achieve organizational goals.

» “Direction turns effort into results.”

» Involves guiding employees toward achieving goals
» Provides instructions and clear communication

» Motivates workers to perform effectively

» Includes leadership and decision-making

» Builds teamwork and cooperation

» Supervises daily activities to ensure work is done
properly




Controlling

Controlling is the process of ensuring that actual
performance matches planned performance.

> “What gets measured gets improved.”
> Sets performance standards

> Measures actual work performance

> Compares results with planned goals
> Identifies deviations or mistakes

> Takes corrective actions when needed
> Ensures goals are achieved efficiently and effectively




Management and Decision Making

>

v
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Decision making is the process of choosing the best course of action among diff
alternatives.

It is a core activity that managers perform at all levels.

Decision making is central to all management functions because every function in
making choices.

Managers must decide what to do, how to do it, who will do it, and when it should be
Without decision making, management cannot function effectively.
It involves identifying a problem or opportunity

Requires collecting and analyzing information

Involves evaluating different alternatives

Leads to selecting the best possible solution

Helps in achieving organizational goals efficiently




Connection to Management Functions
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Planning: Decisions are made about goals and strategies
Organizing: Decisions determine task allocation and structure
Staffing: Decisions involve hiring, training, and development
Directing (Leading): Decisions guide leadership style and motivation

Controlling: Decisions are made to correct deviations and improve
performance




Importance of Decision Making

» Enhances speed and efficiency
Good decision making helps managers act quickly and avoid delays in
operations.

» Improves coordination
Clear decisions ensure that all departments and employees work in
harmony toward common goals.

> Supports adaptability
Helps organizations respond effectively to changes in the environment or
market conditions.

» Builds accountability
Decision making clarifies responsibility, making it easier to track
performance and outcomes.




Management and Decision Making

Decision making is the process of choosing the best course of
action from available alternatives.

Process of Decision Making
> Steps Involved

Identifying the problem

Analyzing the problem

Developing alternatives
Evaluating alternatives

Selecting the best alternative
Implementing the decision
Monitoring and evaluating results
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Steps Involved

1. Understand Goals and Expectations

A supervisor starts by knowing what needs to be achieved—both organizatio
team targets. This means understanding policies, deadlines, and performance

2. Plan and Organize Work

Break big goals into manageable tasks. Assign responsibilities based on team
strengths and set timelines. Good planning avoids confusion and wasted effort

3. Communicate Clearly

Give clear instructions, expectations, and feedback. Effective supervisors listen a
they talk, ensuring everyone understands their role.

4. Lead and Motivate the Team

Encourage productivity and maintain morale. This involves recognizing good
supporting team members, and addressing challenges early.



Steps Involved

>
>

5. Monitor Performance

Track progress reqgularly. Compare actual results with expected outco
identify any gaps or issues.

6. Provide Feedback and Coaching

Offer constructive feedback to improve performance. Help team memb
skills through guidance and support.

7. Solve Problems and Make Decisions

Address conflicts, delays, or errors quickly. Good supervisors analyze sit
and make fair, timely decisions.

8. Evaluate and Improve

At the end of tasks or projects, review what worked and what didn’t. U
learned to improve future performance.



Identify the Problem

This is the first and most important step in decision making. A manager must
clearly recognize and define the problem or situation that requires a decision.
If the problem is not properly understood, the solution may be ineffective.
Identifying the root cause rather than just symptoms ensures the right issue is
addressed.

» Clearly define the actual problem

Distinguish between symptoms and root causes

v

Understand the impact of the problem

v

Identify who is affected by the issue

v

Set a clear objective for solving it




Gather Information

Once the problem is identified, relevant information must be collected to
understand it better. This includes both internal and external data. Accurate
and sufficient information helps managers make informed decisions and
reduces uncertainty.

» Collect relevant and reliable data

Use both internal and external sources

v

Consult experts or stakeholders

v

Analyze past experiences and records

v

Ensure information is accurate and up to date




Evaluate Alternatives

At this stage, different possible solutions are identified and carefully analyzed.
Each alternative is assessed based on its advantages, disadvantages, risks,
and feasibility. This helps in comparing options before making a final choice.

» List all possible courses of action

> Analyze pros and cons of each option

v

Consider risks and benefits

v

Evaluate feasibility and cost

v

Compare alternatives against objectives




Choose the Best Option

After evaluating all alternatives, the best option is selected. The chosen
solution should be the most effective, practical, and aligned with

organizational goals. This step involves judgment and sometimes a balance
between different factors.

» Select the most suitable alternative

Ensure it aligns with goals and objectives

v

Consider available resources

v

Minimize risks and negative outcomes

v

Make a clear and timely decision




Implement Decision

Once a decision is made, it must be put into action. This involves planning,
assigning responsibilities, and ensuring that everyone understands their role.
Proper implementation is crucial for the success of the decision.

» Develop an action plan

Assign tasks and responsibilities

v

Communicate the decision clearly

v

Allocate necessary resources

v

Monitor progress during execution




Review Results

The final step is to evaluate the outcome of the decision.
This helps determine whether the problem has been

solved and if the objectives have been achieved. Reviewing
results also provides learning for future decisions.

» Measure actual results vs expected outcomes
» Identify any gaps or deviations

» Take corrective actions if needed

» Learn from successes and mistakes

» Improve future decision making




Difference Between Management and

Leadership

Aspect

Meaning

Focus

Goal
Approach

Power

Management

Process of planning,
organizing, and
controlling work

Tasks, systems, and
processes

Achieve organizational
objectives

Structured and formal

Based on position
(authority)

Leadership

Ability to inspire and
influence people

People and relationships

Create vision and
motivate people

Flexible and dynamic

Based on personal
influence



Leadership theories

Leadership theories explain how leaders emerge, what makes them effec
and how they influence others. Over time, these theories have evolved fro
focusing on traits to behavior and modern situational approaches.

*Leadership theories explain how leaders influence and guide people
*Early theories focus on inborn traits and natural abilities
*Behavioral theory shows leadership can be learned through actions
*Contingency theory emphasizes situational leadership (no single best style)
*Transformational leadership focuses on inspiration and change
*Transactional leadership is based on rewards and punishments
*Participative leadership encourages team involvement in decisions
*Effective leadership depends on traits, behavior, and situation combined



Classical Theory

v
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Focus: Efficiency and organizational structure

The Classical Theory of management emphasizes improving product
through a clear structure, defined roles, and efficient work processes.

It views organizations as machines where each part (employee) has a s
function.

The theory aims to achieve maximum efficiency by organizing work lo
and systematically.

Emphasizes division of labor (breaking work into small tasks)
Promotes clear hierarchy and authority

Focuses on standardized procedures and rules (quality)
Encourages specialization for higher productivity

Values discipline and order in the workplace



Classical Theory
» Advantages

v/ Provides clear roles and
responsibilities

v/ Improves efficiency and
productivity

v/ Establishes strong
organizational structure

v/ Simplifies supervision and
control

v/ Encourages consistency in
operations

» Limitations

¥ Ignores human feelings
social needs

¥ Can make work repetitive
boring

¥ Limits creativity and inn
¥ Treats employees like ma
¥ May reduce employe
motivation



Contingency Theory

» Meaning:
There is no single best way to manage an organization. The
best management style depends on the situation.

» Managers must adapt their decisions based on circumstances .
(The conditions or situation around something)

» Considers factors like environment, employees, and tasks
» Encourages flexible and situational management

» Different situations require different leadership styles

» Focuses on finding the most suitable approach for each case



Contingency Theory

Advantage:

> Very flexible and adaptable to different situations
> Helps managers handle complex and changing environmen
> Improves decision-making by considering real situations
> Encourages better use of available resources

> Suitable for different types of organizations and industries
Limitation:

> Can be complex to apply in practice

> Requires careful analysis and experienced managers
> No clear guidelines or standard procedures

> Time-consuming due to detailed situation analysis
> May lead to inconsistent management practices




Human Relations Theory

» Meaning:
Focuses on people, behavior, and relationships in the workp
It emphasizes that employees are motivated by social needs, n
just money.

» Treats employees as human beings, not machines
» Focuses on motivation and job satisfaction

» Encourages good communication and teamwork
» Builds positive workplace relationships

» Recognizes importance of social needs at work




Advantage:
» Improves employee motivation and satisfaction

» Strengthens teamwork and communication

» Reduces workplace conflicts and misunderstandings
» Encourages employee loyalty and retention

» Creates a positive and supportive work environment
Limitation:

» May ignore productivity and efficiency

» Too much focus on people can reduce task discipline
» Can lead to favoritism or bias in decision making

» Difficult to maintain a balance between friendliness and au
» May increase time spent on social issues instead of wor




Leadership Theories
“Great leaders adjust, not insist.”

> Trait Theory

> Leaders are born with special qualities
> Simple
> Not all leaders are born
> Behavioral Theory
> Leadership is learned
> Practical
> Ignores personality
> Situational Theory
> Leadership depends on situation
> Flexible

Leadership theories
explain how leaders
behave and what
makes them effective
in guiding and
influencing people in an

organization.

> Needs judgment




Trait Theory

» Focus: Personal qualities of a leader

» This theory suggests that leaders are born, not made. It focuse
natural traits or characteristics that make a person a good lead

» Emphasizes inborn qualities like intelligence and confidence
» Leaders have strong communication skills
» Includes traits like honesty and integrity
» Focuses on personality characteristics

» Leadership is linked to natural ability

» Advantage: Helps identify potential leaders
Limitation: Ignores learning and experience




Behavioral Theory

» Focus: Leader’s actions and behavior

» This theory says leadership can be learned. It focuses on what
rather than their traits.

» Focuses on how leaders behave
» Includes decision-making and communication styles
» Encourages team motivation and support
» Leaders can be trained and developed

» Different styles (autocratic, democratic, etc.)

» Advantage: Leadership can be learned
Limitation: May ignore personality differences




Contingency Theory of Leadership

» Focus: Situation-based leadership

» This theory states that there is no single best leadership style.
style depends on the situation.

» Leadership depends on the situation

» Considers task, team, and environment
» Requires flexible leadership style

» Different situations need different leaders
» Focuses on adaptability

» Advantage: Flexible and practical
Limitation: Complex to apply




Transformational Theory

» Focus: Inspiring and motivating change

» This theory focuses on leaders who inspire and motivate empl
achieve high performance and bring change.

» Inspires employees to achieve goals

» Encourages innovation and change

» Builds trust and strong relationships

» Focuses on vision and motivation

» Develops employee growth and commitment

» Advantage: Increases motivation and performance
Limitation: May rely heavily on leader’s personality




Management theories

Management theories are frameworks that help explain how organizations
function and how managers can lead people effectively. They've evolved over time
as workplaces and human understanding have changed

Classical Management Theories
Focus on improving efficiency, productivity, and organizational structure.
Emphasize clear roles, hierarchy, and standardized procedures.

Behavioral (Human Relations) Theories
Focus on human behavior, motivation, and relationships at work.
Emphasize employee satisfaction and teamwork as key to productivity.

Quantitative (Management Science) Theories
Use mathematical models and data analysis for decision-making.
Emphasize efficiency through statistics, forecasting, and optimization.

Modern Management Theories
View organizations as systems and adapt management to situations.
Emphasize flexibility, interaction, and responding to change.

Contemporary Approaches
Focus on innovation, collaboration, and dynamic leadership styles.




Management theories

1. Classical Management Theories (Focus: Structure & Efficiency)

» These were the earliest theories, developed during the industrial
revolution.

» Scientific Management (by Frederick Winslow Taylor)
Focuses on improving productivity through scientific methods—like time
studies, standardization, and specialization of tasks.

» Administrative Theory (by Henri Fayol)

Emphasizes management principles such as planning, organizing, leading,
and controlling.

» Bureaucratic Theory (by Max Weber)
Highlights structured hierarchies, clear rules, and formal authority.

» Strength: Efficiency and order
Weakness: Ignores human needs and flexibility




Management theories

2. Behavioral Theories (Focus: People) 3. Contemporary Approa

> These emerged as a response to the rigidity of , ,
classical theories. * Reflect today’s dynamic
> Human Relations Movement (influenced by workplaces:
Elton Mayo) . .
Shows that social factors, employee satisfaction, * Agile and flexible
and group dynamics affect productivity. management styles

> Theory X and Theory Y (by Douglas McGregor)

> Theory X: Workers dislike work and need strict .
supervision collaboration, and leaders

* Emphasis on innovation

> Theory Y: Workers are self-motivated and enjoy over control
responsibility

> Strength: Recognizes motivation and teamwork * Strong focus on organ
Weakness: Can overlook structure and efficiency culture and change

management




Management theories

4. Quantitative (Management Science)
Theories (Focus: Data & Models)

» Uses mathematical models and

statistics to aid decision-making.

» Examples: Operations research,

forecasting, optimization models

» Strength: Improves decision accuracy
Weakness: May ignore

human/emotional factors

. Modern Management Theories

These combine earlier ideas and a

organizations.

Systems Theory
Views an organization as a system of i

parts working together.

Contingency Theory
Suggests there’s no one best way to

decisions depend on the situation.

Total Quality Management (TQM
Focuses on continuous improveme

satisfaction.



Overview of leadership and management
theories

Classical & Early Leadership/Management Theories:

>

Scientific & Administrative Approaches
Focus on improving efficiency through task specialization, standard procedures, and

planning. Managers are responsible for organizing work and ensuring productivity.

Bureaucratic Leadership
Emphasizes a structured hierarchy with clear rules, roles, and authority. This ensures

consistency, discipline, and accountability within organizations.

Trait Theory of Leadership
Suggests that effective leaders are born with certain qualities such as confidence, i

and strong decision-making ability, which influence their success.



Overview of leadership and management

theories
Behavioral & Human-Focused Theories

» Human Relations Theory
Highlights that employee satisfaction, motivation, and social relationships significant

productivity and performance at work.

» Behavioral Leadership Theories

Focus on leadership styles (autocratic, democratic, laissez-faire) and how a leader’s be

affects team performance and morale.

» Theory X and Theory Y
Presents two assumptions about workers: Theory X sees employees as needing ¢

Theory Y views them as responsible and self-motivated.




Overview of leadership and management

Modern &

Contempora
ry Theories

Contingency & Situational Leadership
Suggest that there is no single best leadership style;
effective leaders adapt their approach depending on
the situation and team needs.

Systems Theory

Views the organization as a system of
interconnected parts where changes in one area
affect the whole, requiring coordination and
balance.

Transformational & Transactional Leadership
Transformational leaders inspire innovation and
change through vision, while transactional leaders
focus on structure, rewards, and performance
management.




Advantage And Limitation

Trait & Behavioral Theories

» Trait Theory
Advantages:

> Helps identify important leadership qualities such as confidence, intelligence, and integ
» Useful in selecting and evaluating potential leaders.
Limitations:

> Ignores the role of situations in leadership effectiveness.

» Assumes leaders are born, not developed through learning.

» Behavioral Theories
Advantages:

> Focuses on learnable leadership behaviors and skills.

> Helps in training and developing effective leaders.

Limitations:
» Does not consider situational differences.

> No single leadership style works in all situations.




Advantage And Limitation

' Contingency Theory
Advantages:

* Matches leadership style to specific situations.
* Improves decision-making and flexibility.
" Limitations:

CO nti n g e n C * Complex to apply in real situations.
y &

* Requires accurate understanding of multiple
factors.

' Situational Leadership

Situationalh s

o * Adapts leadership style based on team readiness
Theo ries and ability.

* Practical and widely applicable in organizations.
' Limitations:
* Can be subjective in assessing situations.
* Limited strong empirical evidence in some cases.




Advantage And Limitation




Supervision styles

»In supervisory skills, supervision styl
refer to the different ways a superviso
leads, guides, and manages their tea
The style you use can significantly aff
productivity, morale, and overall
performance.




Supervision Styles / Leadership Styles
Types of Leadership Styles

> Autocratic > Laissez-faire
> Lleader makes decisions » Minimal supervision
alone

» v/ Encourages

> / Fast decisions independence

> ¢ Low morale

> Democratic

> Team participates in
decisions

> v/ High motivation
> ¥ Slow decisions

» ¥ Can lead to confusion




Autocratic Leadership

» Meaning:
In autocratic leadership, the leader makes all decisions alone without
involving team members.

Leader has full control and authority
Employees follow instructions without discussion
Communication is mostly one-way (top-down)

Suitable for urgent or critical situations
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Focuses on discipline and strict supervision
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Advantage:

Enables fast decision making

Useful in emergency situations
Ensures clear control and direction
Reduces confusion in tasks

Improves quick implementation of work
Limitation:

Leads to low employee morale
Reduces creativity and participation
May create fear or dissatisfaction
Limits team involvement

Can increase employee turnover




» Democratic Leadership

Meaning:
In democratic leadership, the leader involves team members in decision
making and encourages participation.

Decisions are made through group discussion
Encourages employee participation and feedback
Communication is two-way

Focuses on teamwork and cooperation
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Builds a supportive work environment




Advantage:
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Increases employee motivation and satisfaction
Encourages creativity and innovation

Builds strong teamwork

Improves decision quality

Creates positive work relationships

Limitation:

>
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Decision making can be slow

May cause confusion in group discussions
Can lead to delays in urgent situations
Requires effective coordination
Sometimes leads to conflicts in opinions




Laissez-faire Leadership

» Meaning:
In laissez-faire leadership, the leader gives employees full freedom to
make decisions and perform their tasks with very little supervision.

Leader provides minimal guidance or control
Employees are given high independence
Decision-making is delegated to workers

Suitable for skilled and experienced teams
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Leader intervenes only when necessary




Laissez-faire Leadership

» Advantage: » Limitation:

» Encourages independence and » Can lead to confusion and lack
creativity of direction

» Builds employee confidence and » May result in poor coordination
responsibility among employees

> Allows skilled workers to » Not suitable for inexperienced
perform freely workers

» Promotes innovation and » Risk of low productivity without
initiative supervision

» Reduces micromanagement » Can cause missed deadlines or

errors




LEADERSHIP

> Levels of Leadership » Leadership in Health

> Top level (strategic decisions) Information Services

» Middle level (implementation) g rE::z;egsear::::ate data

> Lower level (supervision) » Promotes teamwork among staff
» Improves service delivery

> Leadership Roles

» Motivator

» Decision-maker

» Communicator

» Problem solver




Levels of Leadership

» Leadership in an organization is divided into different levels based on
responsibility, authority, and decision-making scope.

Top Level Leadership (Strategic Decisions)

» Top-level leadership includes senior managers such as CEOs and directors.
They are responsible for making long-term decisions that shape the future
of the organization.

Focus on strategic planning and policies
Make long-term decisions
Set goals and overall direction

Handle external relations and major issues
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Responsible for overall success of the organization




Middle-Level Leadership

(Implementation)

Middle-level leaders act as a link between
top and lower levels. They convert strategic
plans into practical actions and ensure

smooth implementation.

Translate top-level plans into actions
Coordinate between top and lower levels
Manage departments and divisions
Focus on implementation of policies

Ensure effective communication and

reporting

Lower-Level Leadership (S

Lower-level leaders are directl
with workers and supervise dai
They ensure that tasks are comp

properly and on time.
Supervise daily operations and w
Assign specific tasks to employe
Ensure work is done efficiently
Solve minor workplace problem

Maintain discipline and produ



Leadership Roles

» Leadership roles describe the key functions a leader performs to guide and
influence employees toward achieving organizational goals.

Motivator

» Aleader acts as a motivator by encouraging employees to perform better
and stay committed to their work. Motivation improves productivity and
job satisfaction.

Inspires employees to achieve goals
Increases confidence and enthusiasm
Rewards and recognizes good performance

Builds a positive work environment
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Reduces employee stress and dissatisfaction




Leadership Roles in Health
Information Services

» Leadership roles refer to the various functions and
responsibilities that a leader performs to ensure that
an organization operates effectively and achieves its
goals. In the context of health information services,
these roles are especially important because they
directly influence the accuracy, security, and
usefulness of health data, which is essential for
patient care, planning, and decision-making.




>
>
>
>
>
>
>

1. &) Planning Role (Strategic Direction)

Planning is one of the most important leadership roles because it provi
and structure for all activities.

In health information services, planning involves:
Identifying organizational goals such as improving data quality or digitizin
Designing systems for data collection, storage, and reporting
Forecasting future needs (staff, equipment, software)

Developing policies and procedures for information management
A good leader ensures that planning is realistic and aligned with healthca

Example:
A hospital information manager planning the transition from paper-ba
electronic health information system, including budgeting, training,
development.



= Organizing Role (Structuring Work and
Resources)

» Organizing involves arranging resources and tasks in a logica
efficient way so that work can be done smoothly.

» In health information services, this includes:

» Dividing work among staff (data clerks, analysts, IT staff)

» Defining roles and responsibilities clearly

» Establishing reporting structures and workflow systems

» Ensuring availability of tools such as computers, registers, and

» Example:
Assigning one team to collect patient data, another to verify
another to generate reports.



3. ® Leading/Directing Role (Guidance
and Supervision)

> Leading involves influencing and guiding employees to perfor
effectively.

» This role includes:

> Providing clear instructions and expectations
> Supervising daily activities

> Resolving conflicts among staff

> Motivating employees to perform better

» In health information services, leaders must ensure that staff
the importance of accuracy and confidentiality in handling d

> Example:
A supervisor guiding staff on how to correctly enter patien
electronic system and correcting mistakes immediately.



4.G-9) Communication Role
(Information Flow)

» Communication is the backbone of leadership because it ensures
information flows correctly across all levels.

> Aleader must:

» Share policies, guidelines, and updates clearly
» Provide feedback to staff

» Listen to employee concerns and suggestions
» Ensure accurate reporting to higher authorities

» Example:
Informing staff about changes in disease reporting formats d
outbreak.




5. @ Decision-Making Role (Problem
Solving and Judgment)

» Leaders are responsible for making important and timely deci
on available data and information.

» This involves:

» Analyzing health data and reports

» Identifying problems such as missing or incorrect data
» Choosing the best solutions

» Balancing risks and benefits

> Example:
Deciding to introduce a new data validation system after discoy,
frequent errors in patient records.




6. ;| Monltorln? and Evaluation Role
(Quality Control)

» This role ensures that activities are performed correctly and
standards.

» It includes:

» Checking accuracy and completeness of health data
» Monitoring staff performance

» Evaluating system effectiveness

» Identifying gaps and areas for improvement

> Example:
Reviewing monthly health reports to ensure they are complete
submitted on time.




7. @ Training and Development Role
(Capacity Building)

> Aleader must ensure that employees are continuously improvi
skills and knowledge.

» This involves:
> Organizing training workshops

> Teaching staff how to use new technologies (e.qg., electronic heal
records)

> Providing mentorship and coaching
> Encouraging professional development

> Example:
Training staff on how to use new health information softw
errors and improve efficiency.




8. ¢ Coordination Role (Integration of
Activities)

» Coordination ensures that different departments and individuals
together harmoniously.

» In health information services, leaders must:

» Link departments such as clinical services, records, and IT
» Ensure smooth flow of information between units

» Prevent duplication of tasks

» Promote teamwork

> Example:
Ensuring doctors, nurses, and records officers all use a unifie
for patient data entry.




9. @ Motivation Role (Encouraging
Performance)

> Motivation involves inspiring employees to work hard and
maintain high performance.

> Aleader motivates staff by:

> Recognizing good performance

> Providing rewards or incentives

> Creating a supportive work environment
» Encouraging teamwork and commitment

> Example:
Rewarding staff who consistently submit accurate and timely
health reports.




10. & Control Role (Ensuring Standards
and Compliance)

» Control ensures that all activities follow established rules, po
and standards.

» It involves:

» Enforcing data security and confidentiality

» Ensuring compliance with health regulations
» Detecting and correcting errors

» Maintaining accountability

> Example:
Ensuring that patient information is only accessed by authorj
personnel to protect privacy.




Importance of Leadership in
Information Services

» Leadership is important in information services because it hel
that information is well managed and useful.

» Improves accuracy of information
Leaders make sure data is collected and recorded correctly wit

> Helps in decision-making
Good leadership ensures that correct information is available fo
decisions.

» Improves organization of work
Leaders assign duties to staff so that work is done properly an

» Enhances communication
Leaders ensure information is shared clearly between st
departments.




Importance of Leadership in
Information Services

> Promotes teamwork
Leadership helps different workers to cooperate and work toge

» Ensures proper use of systems and technology
Leaders guide staff on how to use computers and information
systems.

» Improves staff performance
Leaders motivate workers to do their jobs well.

> Protects information
Leadership ensures that important information is kept safe an
confidential.




Functions and Skills of a Supervisor and
Manager

S

Difference Between Manager
and Leader

Manager: administers tasks
Leader: inspires people

Responsibilities of a Manager
Planning work

Managing resources
Supervising staff

Monitoring performance

» Skills of a Manager
1. Technical skills

2. Communication skills
3. Problem-solving skills
4. Time management

“A skilled manager brings order to
chaos.”




Difference Between Manager and Leader

A manager and a leader both play important roles in an organization, but thei

approach are different.
Manager

A manager focuses on planning, organizing,
and controlling tasks to achieve organizational
goals efficiently.

* Administers and controls tasks and processes
* Focuses on rules, systems, and structure

* Ensures work is completed on time

* Uses authority and formal position

* Emphasizes efficiency and stability

* Solves operational problems

Leader
A leader focuses on inspiring, guidi
and influencing people to achieve

goals.

Inspires and motivates people
Focuses on people and relationships
Encourages creativity and
teamwork

Uses influence and trust
Emphasizes vision and chan

Builds commitment and



“Leadership is not a position; it is a
responsibility.”

S

Functions of a Leader
Inspire vision

Motivate team

Build relationships
Guide change

Skills of a Leader
Emotional intelligence
Communication
Decision making
Confidence

Attributes of a Good Leader
Honest

Responsible

Visionary

Flexible

Good listener

Essential Leadership Qualities
Integrity

Accountability

Empathy

Creativity

Commitment




Functions of a Leader

A leader focuses on influencing and guiding people toward a shared purpose
by creating direction, building trust, and encouraging growth. Effective
leadership goes beyond managing tasks—it involves inspiring others,
fostering strong relationships, and helping teams adapt to change while
staying committed to common goals.

» Inspire vision: Creating and communicating a clear, compelling future that
gives direction and purpose

» Motivate team: Encouraging and energizing people to perform at their
best and stay committed

» Build relationships: Developing trust, teamwork, and strong
communication within the group

» Guide change: Helping individuals and teams adapt to new situations and
embrace improvement




Skills of a Leader

» Aleader needs a combination of personal and interpersonal skills to effectively guide
others, make sound judgments, and achieve goals. These skills help a leader understand
people, share ideas clearly, make informed choices, and maintain trust and credibility
within a team.

» Emotional intelligence: Understanding and managing one’s own emotions while
recognizing and responding to others’ feelings appropriately

» Communication: Clearly expressing ideas, listening actively, and ensuring mutual
understanding within the team

» Decision making: Analyzing situations, weighing options, and choosing the best cours
of action

» Confidence: Demonstrating self-belief and assurance to inspire trust and influence
others




Attributes of a Good Leader

A good leader is defined by personal qualities that build trust, guide direction,
and strengthen teamwork. These attributes help leaders earn respect, make
sound decisions, and support their teams effectively in both stable and
changing situations.

» Honest: Acts with integrity, tells the truth, and builds trust with others

> Responsible: Takes accountability for actions and decisions, and ensures
tasks are completed

» Visionary: Thinks ahead, sets clear goals, and inspires others with a sense
of direction

> Flexible: Adapts to change and adjusts strategies when situations evolve

» Good listener: Pays attention to others’ ideas and concerns, showing
respect and improving communication




Essential Leadership Qualities

>

Essential leadership qualities are the core traits that enable a leader to
guide people effectively, build trust, and achieve long-term success. These
qualities shape how a leader behaves, makes decisions, and supports their
team in different situations.

Integrity: Acting honestly and consistently with strong moral principles

Accountability: Taking responsibility for actions and outcomes, both
successes and failures

Empathy: Understanding and caring about the feelings and perspectives
of others

Creativity: Thinking innovatively to solve problems and generate new
ideas

Commitment: Showing dedication and persistence in achieving goals and
supporting the team
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