Co-Ordination

MEANING

Co-ordination is the process of synchronizing activities of various persons in the organization in order to achieve goals. Co-ordination undertaken at every level of management. At the top level the chief executive will co-ordinate the activities of functional or departmental managers. If there is lack of co-ordination between production and sales departments then either production will suffer or sales will suffer. Similarly I personnel department will like to know the manpower needs of various departments. No department will be able to function with a proper co-ordination with finance department. At middle/lower levels of management the deputy managers / foreman / supervisors will co-ordinate the work of persons working under them. The purpose of co-ordination is to create team work and harmony in the enterprise. It is the blending of human efforts in order to achieve better organization goals.

Co-ordination crease a mental awareness among all employees and their efforts are directed in unison. An organization is like a human body. As various parts o the body combine together to do a work, similarly the different segments of the organization should work in unison so that task is completed in a better way.

DEFINITIONS
A number of authors have defined co-ordination differently. The views of some of them are given here in order to know its exact nature.

HENRY FAYOL: "To co-ordinate is to harmonize all the activities of a person in order to facilitate its working and its success." Co-ordination is necessary to enable a person to improve his functioning. Without co-ordination, working cannot be harmonized.

ORDWAY TEAD: "Co-ordination is the effort to assure a smooth interplay of the functions and forces of all the different component parts of an organization to the end that its purpose win be realize with minimum of friction and maximum of collaboration effectiveness." The purpose of the co-ordination is to synchronize the functions of various departments for achieving organizational goals with minimum efforts.

Steps / Process of Co-ordination.

Co-ordination cannot be achieved through orders. It is a process which can be achieved through managerial functions. It is a by-product of good management. When all the functions are carried out properly then co-ordination will come by itself. Co-ordination may be achieved through following processes:
1. Through Planning: The planning is the elementary stage of achieving co-ordination. When various functions are properly planned and various policies are integrated then co-ordination will be easily achieved. If the production manager is to plan for his development then it will be better to consult purchase manager, personnel manager, finance manager, sales manager also. When production is planned with the consent of other concerned managers then co-ordination takes place at planning level. If other managers feel some difficulties then they will explain it and mutually accepted decisions will resolve the differences. Co-ordination can certainly be achieved at planning stage. According to Mary. Follett, planning stage is the ideal time to bring about co-ordination and they must see to it that various plans are properly inter-related.

2. Through Organization: Co-ordination is an essential part of organization. Money considers co-ordination as the very essence of organization. When a manager groups and assigns various activities to subordinates, the thought of co-ordination will be upper most in this mind. The related activities are placed together to avoid delays & confusions.

3. Through Directing: When a manager directs his subordinates he will be coordinating their work. He will give them directions, guidelines and instructions for doing a job assigned to them. He will direct in such a way that the achievement of overall organizational objectives is ensures
4. Through Controlling: The manager is required to control the work of everyone in the organization so that all efforts are directed towards main goals. There may be instances when performance of subordinates is not up to the mark or it is not in the direction in which it should have been. The manager will take corrective measures as and when required.
5. Through Staffing: The staffing function can also help in proper coordination. While staffing, the manager should keep in mind the nature of jobs and the type of persons required for managing, them. He should- ensure the right number of executives in various positions for proper performance of their functions. The executives are of such a .quality or are given such a training that they are able to co-operate and co-ordinate their efforts.

6. Through proper communication: Effective communication is of utmost importance for achieving better co-ordination. There should be a regular flow of information among various persons so that they are given required information for proper co-ordination. The personal contact is the most effective type of communication. Other methods like reports, procedures, bulletins, etc., can also be used properly.
FEATURES OR CHARACTERISTICS OF CO-ORDINATION

An analysis of the above definitions indicates that co-ordination has certain characteristics. They are,

1. It provides unity o faction in pursuit of a common purpose. Unity of action is considered to be the heart of the co-ordination process

2. It aims at achieving the common purpose of the enterprise through the orderly synchronization of the efforts of the subordinates.

3. It is a process whereby an executive develops an orderly pattern of group efforts for accomplishing the common objectives of the enterprise.

4. The task of co-ordination is a managerial responsibility; co-ordination can be made effective only if an executive makes conscious efforts

5. It is a continuous process

TECHNIQUES of CO-ORDINATION / METHODS
Some of the important techniques of co-ordination are as follows:

1. Co-ordination of command: In this technique, the superior or manager by directing, commanding and controlling the efforts, of his subordinates achieves co- ordination. In the words of L.A. Allan, “A manager, in managing, must co-ordinate the work for which he is accountably balancing timing and integrating it."
2. Co-ordination through group meetings: In a group meeting, the officials are brought together for discussing common problems of organization. Such meetings help in achieving co-ordination

3. Co-ordination through leadership, delegation etc.: Some of the management functions such as leadership, authority delegation and communication contribute towards co-ordination.
4. Hierarchy: Hierarchy or chain of command is the simplest design for achieving co-ordination. IN hierarchy, interdependent units are placed under one boss and by this co-ordination can be achieved.
5. Rules, procedures and policies: Standard policies, procedures and rules are laid down by the management and these help in achieving co-ordination in the repetitive activities of sub-units
6. Co-ordination through liaison men: Liaison men help in securing particularly external co-ordination. Many large organizations depend on & liaison .officer to maintain relations with government and other outside agencies and organizations.

7. Incentives: Providing incentives (e.g., profit-sharing) to the interdependent units also help in securing co-ordination among those units. Incentive plans promote better team spirit and co-operation among the employees, and this ensures better co-ordination.
8. Voluntary co-ordination: Brown and Simon have advocated voluntary co- ordination. They have stated that an ideal co-ordination is voluntary co-ordination and this can be secured by encouraging informal contacts among people and by providing for interpersonal and interdepartmental contacts. L.GULICK and URWICK have stated that the leader should inculcate in the minds of those who are associated with him in any activity the desire and will to work together for a purpose.
9. Planning: Planning is a way of anticipating interdependencies and thus forestalling or mitigating the coordinating difficulties. To the extent that contingencies not anticipated in the plan arise, co-ordination requires communication to give notice of deviations from planned or predicted conditions, or to give instructions for changes in activity to rectify these deviations.
10. Committees: Constituting committees for decision-making is another common device used by business concerns. This device greatly eased the rigidity of the hierarchical structure, promotes effective communication and understanding of ideas, encourages the acceptance of and commitment to policies and makes their implementation more effective.
11. Climate of mutual trust and collaboration: Fostering of a climate of mutual trust and collaboration is also a coordinating mechanism. MARY PARKER FOLLET suggests that co-ordination cannot be achieved merely by giving orders or commands because they invariably lead to opposition loss of pride and irresponsibility .Her solution is to "depersonalize" the giving of orders, to unite all concerned in a study of the situation and obey that, "One person should not give orders to another person but both should agree to take their orders from the situation."
12. Indoctrination: Indoctrinating organizational members with the goals and mission of the organization, a device used commonly in religious and military organizations, is still another coordinating device.
PRINCIPLES OF CO-ORDINATION OR REQUISITIES FOR EFFECTIVE CO-ORDINATION
In order to make co-ordination effective, it should be based on certain fundamental principles. They are:
1. Early start: There should be co-ordination even in the early stages of planning and policy-making. For example, there should be mutual consultation among the concerned officials while preparing the plan itself.
2. Direct contact: Co-ordination is easier by direct personal contract among the people concerned. One special advantage of direct personal contact is that the concerned persons can avoid misunderstanding or misinterpretation.
3. Continuity: Co-ordination is the basis of an organization structure and so long as the enterprise continues to function, co-ordination is a must Co-ordination must start from the stage of planning and should go on all the time as it is a continuous process.
4. Dynamism: There may be changes in the external environment which influences the activities of the business. Further, internal actions and decision may be changed or altered depending upon circumstances. In view of this, co-ordination to modified to suit the changes in the external environment and internal actions and decisions. In other words, co-ordination should not be rigid.
5. Simplified organization: Another principle which facilitated effective co- ordination is the simplified organization structure. The management may consider a rearrangement or reorganization of departments in order to have better co-ordination among the departmental heads.
6. Clear-cut objectives: Another requisite for securing effective co ordination in an enterprise is the clear-cut objective. The manager of different departments should be clearly explained the objectives of the enterprise and also they should be prevailed upon to work for the achievement of the common objective of the enterprise. A clear- cut objective and its effective communication to the heads of different departments is bound to produce uniformity of action.
7. Gear definition of authority and responsibility: A clear definition of authority and responsibility for each individual and department also facilitates effective co- ordination in an enterprise. Gear-cut authority helps in reducing conflicts among the different officers and also helps in making them carry out their job with unit of purpose. Further, a clearly defined authority helps the manager in case they violate the limits and also for any other: irregularities.
8. Effective communication: For proper co-ordination, there is also a need for effective communication. Through communication, individual and departmental differences can be resolved. Further, effective communication helps in discussing changes, adjustments of programmers, programmers future, etc.

9. Effective Leadership: Effective leadership also helps in proper communication. By effective leadership, co-ordination of the activities of the people at all stages is ensure. Further, it creates confidence in the subordinates and enhances their morale.
10. Effective supervision: Though it is the duty of the top executive to see that the subordinates perform their work as planned, he may entrust this task to the supervisors. With- the help of supervisors, any deviation from the planned course of action can be easily located and immediate steps may be taken to ensure that the activities of subordinates conform to the planned activities. Thus, supervisors can also play an important role in achieving effective co-ordination.
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