
 

Skill 19: Manage Effectively 
 
Students will be able to (SWBAT): 

1. Define the skill Manage Effectively and identify why the skill is important. 
2. Develop a plan to improve their own proficiency in the skill Manage Effectively. 

 
Provided Materials: Skill 19: Manage Effectively – Development Plan 
 

 
Skill Definition: Manage Effectively means assigning tasks to a group of people for whom you 
are responsible, and ensuring that those tasks are completed on time and meet defined standards. 
 

 
Warm Up Brainstorm (5-10 minutes): Make a two-column chart on the board to have students 
brainstorm a list of the characteristics of an effective manager and characteristics of an ineffective 
manager, and list them on the board.  Potential characteristics of an effective manager might include: 
 

 Takes responsibility for the entire performance of a group 

 Communicates tasks and responsibilities to the group in a clear way 

 Models a good work ethic 

 Articulates standards to a group 

 Ensures that the group meets those standards 

 Applies the mission of an organization to employee standards  

 Mediates well 

 Encourages others 

 Arrives to work on time 
 

Ask for examples of managers your students have worked for or observed.  Prompt students to state 
whether this person exemplified the characteristics of an effective or ineffective manager, and 
explain why. Write the provided skill definition on the board for students to record and ask students 
why it is important to be able to manage effectively. 
 
Guided Activity (20-25 minutes):  Divide the class into groups of no more than four students.  
Assign each group a management position, such as: 
 

 Manager of a movie theater 

 Stage manager in a show 

 Floor manager in a factory 

 Executive manager in a corporation 

 Student manager of the school newspaper 

 English department chair at a high school (aka: manager of the English teachers) 

 Day shift nurse manager in a hospital ward



 

 
Give each group five minutes to come up with a list of responsibilities that manager might have.  
Then, give each group a minute to explain their management position and its responsibilities to the 
class. Here is a list of example responsibilities: 
 

 Assign tasks to workers  

 Tell workers what is expected of them  

 Check to make sure workers do what they are supposed to do  

 Recognize problems with production and job performance  

 Correct those problems to generate higher quality job performance 

 Model appropriate behaviors for subordinates to emulate 

 Encourage workers to work to the best of their ability 

 Assign deadlines 

 Write reports on production quality 

 Advise on hiring and firing of workers if asked to do so  

 Mediate disputes between workers 

 Administer the payroll 

 Communicate with the boss to make workers are doing what is expected 

 Deal with customers when they ask for someone superior to your workers 
 

At the end of the presentations, ask students why they think being able to “manage effectively” is 
important.  Stress that without a manager, none of the responsibilities the students mentioned would 
be accomplished, and most organizations would be very unproductive or chaotic (encourage them to 
think of the character Michael Scott from the TV show “The Office”, who in most circumstances is 
an ineffective manager).  
 
Independent Practice (5-10 minutes): Students complete the Skill 19: Manage Effectively – 
Development Plan. 
 
Evaluation: Assess the quality of the plans completed by the students and provide feedback using 
Part Three of this manual; compare to the responses they gave for Skill 19 in their initial Student 
Skills Assessment.  
 
Extension Activity: 

 When giving group work, assign students to be “managers” of their groups, and rotate who 
gets this position each time.  This will give students a chance to practice their management 
skills.  Some type of written reflection should be included in this assignment to help students 
process and build on the experience of being a “manager.” 



 

  

Skill 19: Manage Effectively – Development Plan 
 
Name:         Date:      
 
Directions: Give yourself a rating of 1, 2, 3, or 4 in this skill, with 1 indicating poor proficiency and 

4 indicating excellence in the skill. Provide evidence for your rating. 

Rating:  ____ 

Evidence:  

 

 

 

 

Where do you want to be in six months and how will you measure your progress? 

 

 

 

 

List academic and non-academic activities to help you achieve your goal in six months, using the 

back of this page if necessary.  Each activity should be a specific academic experience, class, 

community service project, extra-curricular activity, internship or job.  List them in order from the 

most important to the least important. 

 

 

 

 


