CUA LSC 607 Management

Spring 2007

Instructor:  Roberta I. Shaffer    

                   rsha@loc.gov
                   work tele: 202-707-4801

                   cell  tele: 301-332-6378

Tuesdays, 4:30 – 7 p.m.

Library of Congress/Madison Bldg. Room 644 & Adams Building Room 217

Office Hours:  Immediately following class OR by appointment in person or by telephone

Course Description

Information professionals today manage a variety of resources regardless of the type of library or information organization within which they practice.  At all levels of responsibility within an organization, information professionals must be prepared to manage time and priorities, financial resources, content, services, clients, relationships with colleagues, the application of policies, technology, projects, change, crisis, and, of course, to self-manage (to borrow a Peter Drucker term). 

Through readings, this course will introduce students to general management concepts, terminology and practices that are used in the for-profit, non-profit, academic, and government sectors.   Class discussions, assignments and the class project will be used to see how general management concepts are applicable to an information organization.

Learning Outcomes   

At the conclusion of the class, each student should:

· Have knowledge of leading management theories of the 20th and early 21st centuries, and of the social, cultural and economic factors that have influenced the development and application of these theories
· Apply basic management principles to an information organization of their choosing
· Identify the leading authors, thinkers, institutions, and research sources of Management information for the student’s specific area of interest within the information professions/setting.

· Appreciate that management decisions should be evidence-based from either original research or secondary research from respected resources 

· Understand and correctly employ the vocabulary and principles of management
· Be aware of their own management style, preferences and deficiencies
Learning Environment  

Students in the course should be open to learning from their peers, the instructor, the course readings, the processes used to complete assignments, and their ability as graduate students to bring together “lessons learned” from previous courses and life experience.

It is, therefore, required that every student participate actively in class discussions, complete readings in the specified timeframe, submit assignments when due, bring value to the team project, and express ideas that are their own and not taken from others without proper attribution.

Any assignment that is submitted late (or in an unacceptable format) without the prior approval of the instructor will be subjected to a “point penalty” subtracted from the student’s grade.

If relevant, but unplanned, learning opportunities like a special guests or current events present themselves during the semester, we will make every effort to incorporate them into the course. 

Last, but not least, the learning environment of the class should be fun and open. Questions and questioning is encouraged.  Students should not avoid opportunities to laugh (at themselves in particular), and to think about problem analysis/solving in non-traditional ways.  

Students are permitted to eat during the class as long as it is not distracting to their classmates.  Cell phones should be turned off.  We will have a break at an appropriate time during each class session.  

A s s i g n m e n t s

Readings and Reflections (35%):

Weekly readings will be assigned from the required textbook, Management by Richard L. Daft (Thomson, 2005,7th ed), other assigned readings, and materials distributed or referred to in class.  Students should incorporate principles from the readings into the class discussions and their other assignments.  However, it is not necessary to bring the textbook to class each week.

A word about the required text:

Daft is a standard textbook used in many MBA programs in the US.  It is a comprehensive, but basic text, that I believe will be part of your professional “bookshelf” for many years to come.  The topics are presented in a clear manner and the graphics are excellent.  However, the real strength of the book for our purposes rests in the endnotes. If students scan the endnotes for each of the assigned chapters they will gain a great deal—additional exposure to key management issues; familiarity with the names of leading thinkers; and knowledge of the most respected theoretical and applied journals in this field.  See note below about endnotes and recommended readings.  

On a weekly basis at a minimum, students will be asked to read the business section of a newspaper or general business periodical of their choosing, and select one or two articles relating to a topic of the course.  These will be discussed at the beginning of each class.

In advance of every class, students will select an article from library and information science literature that relates to both the specific topic of the week and to their intended area of information practice or interest.  The main points of these articles, websites, other materials, or personal interviews should be summarized, with the student’s own thoughts interjected and integrating what has been read in Daft, as well as any other relevant recommended readings.  What is submitted weekly should be no longer than two pages, double-spaced, typed/word processed, and include a full citation to the materials referenced.  Use full sentences and proper attribution of any sources consulted.  

Finally, students will be asked to keep an on-going personal glossary of new terms, concepts, acronyms, etc. that they learn during the semester.  The entire glossary should be submitted on last day of class, April 24th.  Provide a citation to the source(s) of definition and also indicate where/under what circumstances the term, concept or acronym was first encountered by the student.  

[Note on Recommended Text & Readings:

Evans, G., Ward, P. and Rugaas, B.  Management Basics for Information Professionals (NY: Neal Schuman, 2000) is an excellent book for use in this class and future reference, however the new edition is due out very shortly. Therefore, you may want to wait to purchase.       

Additional Recommended readings are provided for several class session, but it is not expected that students will have the time to read everything (or even anything) listed.  Rather, the instructor has read and selected only those readings that will help students further refine their understanding of a topic, or provide more depth if this is an area of particular interest for the student.   Additionally, students may find these recommended readings useful down the road if and when they are faced with specific management issues as practitioners.]

Class Project (35%)

Students will work individually and collaboratively to develop a management prototype for a library of the future.  We will assume that the entire class has been hired as a consultant to design the management structure of a prototype for a “future” federal library.  We will be working with a bona fide government agency. The final project will be presented orally to a panel of experts during our last class, April 24th. The written product should be suitable for inclusion in students’ portfolios.      

Class Discussion (25%)

Everyone is expected to attend every class and participate actively in discussions by analyzing, listening and contributing.    

Self-Evaluation of Management Style (5%) 

During the semester, students will self-administer a few instruments designed to identify management styles/types.  Near the end of the semester (April 17th class), students will submit a one-page self-evaluation based upon the instrument indicators.  This should include comments on the student’s perception of the reliability of the results in terms of his/her own self-image and any insights that the instruments helped the student to realize about him/herself. 

T O P I C AL   O U T L I N E & R E A D I N G S

Jan. 9   Who are We?  What Will We Learn?  Why Study Management? 

                Can GOOD Management Be Learned?  What Lessons Have We Learned                                      

                 From “Bad” Management?    

Required: Daft pgs.vii – x; xvii; 6 – 20, 23 – 28; complete the Management In Practice exercise on p. 33 – 34; 43 -- 64

Recommended:  Daft “Sources” p. 21; Endnotes pgs. 37 – 38  #10, 16, 20, 29, 32, 37, 45, 52, 54, 56;  Endnotes pgs.  69 – 71 # 8,9, 50, 53, 54, 55, 66, 72

Jan. 16   How Can We Understand our “Corporate” Culture?  What/Who Is the Competition?   How Can Managers Use Environmental Scanning, Strategic Planning, Branding, Marketing and Bench Marking?

Guest Presenter:  Blane Dessy, Director, U.S. Department of Justice Libraries 

 Required:  Daft pgs. 84 – 107; 722 – 726; Review and Compare Strategic Plans of NLM, Library of Congress, NARA and GPO (available on each agency’s website) and United States Department of Justice Strategic Plan, 2003 – 2008 [distributed in class]; 

United States Department of Justice Web Site www.usdoj.gov -- see instructions distributed in class; 21st Century Challenge:  Reexamining The Base of the Federal Government (Feb. 2005  GAO-05-325SP  www.gao.gov/21stcentury.html );  Shaffer, R. (2002) “Using Branding to Make Your Mark(et):  What Lessons…” The Acquisitions Librarian 28, pgs. 81 – 91; Various articles distributed in class.

 Recommended:   Daft Endnotes pgs. 111 – 114 #8, 9, 16, 30, 35, 36, 41, 49, 51, 61, 66, 74

Jan. 23   How Can We Plan to Manage for the Future?  What is the Library of the Future?   Guest Lecturer, Kumar Percy, Georgetown University Law Library

[Note:  Instructor cannot be present for this class.  After the break, students should use the time to organize themselves for the class project.  Take on various areas of responsibilities for the final report and make a project timeline]

Required: Daft pgs. 204, 212, 216 – 218, Management in Practice exercise on p. 220; various articles distributed in class; Please read anything you can find out about the creation of the U.S. Environmental Protection Agency, its history and leadership since created, and its libraries.

Recommended:  Daft endnotes pgs. 224 – 225 #36, 47, 79

Jan. 30   What is the 21st Century “model” for Managing an Information Organization? Debriefing from Jan 23 class; Establishing the Mission, Vision and Values; Guidelines and Project Plan for the Prototype “Future“ Library

Required:  Daft pgs. 238 – 260; 714 – 722;

Recommended:   Daft endnotes pgs. 264 – 265 #14, 16, 18, 21, 30, 31, 32, 36, 37, 45, 46, 53, 57

Feb. 6   How Do Managers Move from Strategy To Implementation? What is a Business Plan?  How Do Managers Create a Budget?  How Can Return On Investment (ROI), Economic Impact or Intellectual Influence Be Measured?

Required:  Daft pgs. 278 – 296; Management In Practice exercise on p. 297—Use the EPA library to perform your SWOT analysis; 722 – 731; FLICC/FEDLINK Business Plan (on website and distributed in class 1/9); Seer, G. (2000) “Special Library Financial  Management:  The Essentials…” The Bottom Line, 13:4 p. 186;*  Barton, J. (2004) “Measurement, Management, and the Digital Library.” Library Review, 53:4, pgs. 138 – 141*; Poll, R. (2001) “Dollars with Sense:  Analysing…” The Bottom Line, 14:3, p. 184*; Orr, R.H., (1973) “Measuring the Goodness of Library Services:  A General…”

Journal of Documentation, 29:3*; Kusack, J.M. (2002) “Understanding and Controlling the Costs of Library Services.” Library Administration & Management, 16:3, pgs. 151 –155*; Various readings distributed in class.

Recommended:  Daft endnotes pgs. 300 – 302 #7, 12, 29, 31, 36, 54, 57, 67;  pgs. 737 – 739  #8, 11, 12, 18, 26, 29, 46, 49

Feb. 13    What Are Our Social Structures and How Do They Influence Us? What Are the Various Organizational Structures in Our Society? What Are the Traditional Structures of Libraries? AND of their Parent Organizations? How Does Organizational Structure Impact Success?  How Do Mangers Build Human Capital Within their Organizations?  What is the Team Organization?

Required:  Daft pgs. 350 – 377; 380 – 382; 429 – 456; 660 – 674; 682 –684; Management in Practice p. 687

Recommended:  Daft endnotes pgs. 386 -- 388  # 9, 23, 27, 30, 34, 45, 48, 54, 58, 59, 72, 74

690 – 693  #1, 6, 12, 21, 28, 35, 65      

Feb. 20   How Do We Learn?  Make Decision?  Communicate?

Required:  Daft pgs. 512 – 514; 519 – 526; Measuring Locus of Control exercise p. 528;  528 – 531; 533 –534; 536 – 538;  Management in Practice exercise p. 541 – 544; 308 – 326;  Management in Practice exercise p. 331 – 332; 624 – 649; Management in Practice exercise p. 651 – 652; Fulfer, M. (2001)  “Nonverbal Communication.” Journal of Organizational Excellence, 20:2, pgs. 19 – 27*; Grieves, M (1998) “The Impact of Information Use on Decision Making:  Studies …” Library Management, 19:2, pgs. 78 –85*:  McKenzie, A, Cannon, D (1998) “Across the Ages:  Why Generational…” Communication World, 15: 7, pgs. 21 – 24*; Various readings distributed in class.

Recommended:  Daft endnotes pgs. 547 – 550 # 1,6,8,13,19,25,34,40,45 

Feb. 27   NO CLASS  --   SPRING BREAK

Mar. 6    What is the Relationship Between Management and Leadership?  How Do We Recognize Leaders/Leadership?  Are all Managers Leaders?  Can Leadership Be Learned?  What are the Different Kinds of Leaders Within An Organization?

What is “Change Leadership”?

Required:  Daft pgs. 552 – 568; 568 – 578; All articles cited in endnote p. 585 #59; Management in Practice exercise p. 579 –580; 394 – 416; Vroom, V (2003) “Educating Managers for Decision Making and Leadership.” Management Decision, 41:10, pgs. 968 – 978*:  Various readings distributed in class. 

Recommended:  Daft endnotes pgs. 585 – 585 #1,3,4,12,16,28,30,31,32,34,41,44,49,50,61,67,68 and pgs. 422 – 425 #5,7,11,15,23,31,42,44,48,70,87,91 

Mar. 13   How Do We Manage to Motivate?  How Can We Define the Customer? How Can We Engage/Serve the Customer?  Is the Customer Always Right? Always First?  How Do We Measure Our Performance?

Required:  Daft pgs. 588 – 611; Management in Practice exercise p. 616 – 617;  Perceptions of Libraries and Information Resources (OCLC, 2005) Handcopy distributed in class and at http://www.oclc.org/reports/2005perceptions.htm; Hage, C.L., Neal, L (2003) “Customer Service, One Technology at a Time.” Library Journal NetConnect, 128:12, pgs. 18 –19*; Harter, J.K. et al (2002) “Business-Unit-Level Relationship…” Journal of Applied Psychology, 87:2 pgs. 268 – 279*; Various readings distributed in class. 

Recommended:  Daft endnotes pgs. 619 – 621 #1,20,45,49,50,52,54,59

Mar. 20   Status Report on Class Project—Where Are We? What Needs To Be Done?

Bring drafts of your report sections to class for class review and group reflection

Mar. 27   How Do Managers Get to “YES”?  What are Techniques for Negotiation?

How Do Managers Use Storytelling and Scenario Building?

Required:  Adelman, K. and Augustine, N. Power Plays:  Shakespeare’s Lessons in Leadership and Management, NY:  Hyperion, 1999.  Various readings and additional reading list distributed before and in class.  Each student should be prepared to tell a 10-minute story in second half of class.

Recommended: TBA

April 3   A Panel of Experts Will Talk about Networking; Career Planning; Management Challenges; How They See The Future?

April 10   How Do We Manage Technology?  How Do We Use Technology to Manage? 

Required:  Daft pgs. 742 – 748; 753 – 765; Management in Practice exercise p. 765 – 766; 780 – 799; Management in Practice exercise p. 801 – 802. 

Recommended: Daft endnotes pgs. 769 – 770 #7,10,23,31,32,36,43,45,48,49,50,54,61  

April 17   What Have We Learned About Ourselves? Student Reports on Self-Assessments & Reflections; What Topic(s) Should We Revisit?

Status Report on Class Project—Pulling Together the Final Pieces

Student Management Self-Assessment Due

April 24    Present Oral Report to Panel of Experts

                  Class Project [written] Due

                   Student Glossaries Due

* All readings so designated are included on this syllabus with grateful acknowledgement to David Schumaker, Clinical Professor, SLIS, CUA taken from his LSC 607 Management syllabus, Fall 2006.
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