The Scoring key for the Electronic In-basket Exercise

Complete the score-card on the last page and hand it in next class for participation credit. Save a copy for yourself!
How to interpret the score-card: 

Managerial activities in the inbox exercise are categorized into the following 5 categories (Hakstian & Harlos,1993)

	Dimension Name


	Meaning of Dimension

	1.  Arranging, Scheduling 

& Coordinating

2.Interpersonal Relations

3.Leadership

4.Managing Personnel

5.Analysis and Synthesis in Decision Making


	Extent to which the supervisor man plans and organizes the items for action, sets priorities and coordinates activities.

Extent to which the supervisor displays interpersonal awareness and interpersonal skill in actions taken

Extent to which the supervisor assumes leadership and takes lead in solving problems and carrying out policies

Extent to which supervisor controls, supervises and monitors the activities of his staff

Extent to which the supervisor analyses problems and displays critical awareness of the organizational content




Mintzberg further breaks down the 5 categorizes of managerial activities into more finely distinguished roles in each of the five categories. For example, the first category of managerial activity, “Arranging, scheduling and coordinating” is further broken down into the roles of “Spokesperson”, “Monitor and “Disseminator of information”. 

The Inbox exercise you completed assigns you scores based on each of the roles you engaged in (which is assessed on the emails you responded to) and then gives you a score on each of the 5 categories. 

Each of the five categories are overlapping and can be thought of in terms of different types of effectiveness/skills you may possess as a manager. The 5 roles of the manager jointly assess your Interpersonal Effectiveness (IE), Methodical Performance (MP), Insightfulness or Decisiveness Performance (IP) and Communication Effectiveness CE (Hakstian & Harlos). Breaking down  these overlapping roles into these different types of skills is more useful when deciding on what to improve upon as a manager (e.g., when you want to conduct self-improvement or attend training on the relevant skills).

To summarize, the finely distinguished individual 10 roles are ‘items’ of the questionnaire, and the skills are the ‘dimensions’ that one derives from ‘factor analysis’. A further complication is that any one item can tap into more than one dimension. So, if you responded to Email #5 you would score points on the “Interpersonal Effectiveness” dimension and the “Communication Effectiveness” dimension (for a more detailed explanation see Hakstian, A. R. & Harlos, K. P. (1993). Assessment of In Basket Performance by Quickly Scored Methods: Development and Psychometric Evaluation in the “International Journal of Selection and Assessment”, Vol 1, No. 3. 

Instructions for scoring yourself on the electronic inbox exercise: 

For each email you responded to, award yourself with 1 point for EACH skill that applies to the particular email. For example, if you responded to Email #5, you receive 1 pt for Interpersonal Effectiveness (IE) and 1 pt for communication Effectiveness (CE).  Therefore, you should award yourself with a total of 2 points for responding to Email #5. Here is a more detailed explanation of how each email fits into each of the roles identified by Mintzber and each of the four skills identified by Hakstian & Harlos, 1993.

Fill out the score card that follows and award yourself points accordingly to the emails you responded to, at the end tally up the points for each criterion. Recall that the legend is as follows: Interpersonal Effectiveness (IE), Methodical Performance (MP), Insightfulness or Decisiveness Performance (IP) and Communication Effectiveness (CE).

1. Arranging, Scheduling & Coordinating

a. Spokesperson 
[Email 5]: Sending Bert the information for the press release (IE, CE) 2 points 

[Email 1]: Speaking on behalf of the unit by making the recruitment presentation for                    Jane (IE, CE, IP, MP)   4 points 

[Email 2]: Responding to a happy customer Brenda, as spokesperson for the company he should make sure that happy customers stay happy. (IE, CE, IP, MP) 4 points 
b. Monitor 

 [Email 4]: Monitoring Kevin’s sales reports (MP, IP) 2 points 
c. Disseminator of privileged information               

[Email 8]: Low on cups: Sending Tim cups from Carol’s store (IE, CE, IP) 3 points
                 OR Low on cups: Sending Tim cups from another source (IE, CE) 2 points 

                 OR Low on cups: Sending Carol’ extra cups elsewhere. (IE, CE) 2 points

[Email 4]: Send Kevin’s sales report to the CFO (IE, CE) 2 points 

[Email 3]: Trying to find a person for the store that is short staffed (IE, IP, CE) 3 points
2. Interpersonal Relations

a. Figurehead 

[Email 5]: Bert’s email regarding attending the store opening (MP, IE) 2 points 

[Email 10]: Participating/contributing $$ to baseball game (IP, CE) 2 points 

3. Leadership

a. Formal Leadership 

[Email 7]: Promoting employee who is ‘over skilled’ to another store (MP, IP) 2 points 

[Email 6]: Operational duties of finding cups for store with shortage of cups (MP,

 IP, CE) 3 points 

[Email 1]: making recruitment slides that can influence hiring strategies (IP, CE) 2 points

[Email 3]: Trying to find replacement for store that has short staff (IE, MP, IP, CE) 4 points 
b. Informal Leadership 

[Email 7]: Mentoring Sam with smoothing relations with co workers (IP, IE, CE) 3 points

[Email 4]: Motivating people to increase sales (IE, CE) 2 points 

4. Managing Personnel:

a. Resource Allocator 

[Email 3]: Trying to find a person to substitute at Katherine’s store that is short staffed

(IP, CE, MP)   3 points 

[Email 6 or 8]: Dealing with Tim/Carole short/over supplies problem (MP, IP, CE) 3 points

[Email 7]: Promoting employee who is over skilled to another store (IE, MP, IP, CE) 4 

points 

[Email 2 or 9]: Making time for the happy customer (IE, MP, CE) 3 points

[Email 10]: Attending the softball game to network with other companies (IE, CE) 2 points 

5. Analysis and Synthesis in Decision Making:
a. Entrepreneur 

[Email 3]:

IF you initiated changes in the communication process or acted in a way to avoid future       problems with short staffing and supplies (IP, MP) 2 points

[Email 6]:

IF you initiated changes in the communication process or acted in a way to avoid future       problems with short staffing and supplies (IP, MP) 2 points

[Email 8]:

IF you initiated changes in the communication process or acted in a way to avoid future       problems with short staffing and supplies (IP, MP) 2 points

[Email 1]: Having files ready for recruitment when Chris proposed it so that there was no last minute preparation. Having information ready for implementing ideas (MP, IP) 2 points

Directions on adding of points on score sheet:

Tally your points down each respective column (IE, MP, IP,CE) making sure you count 1 point for each box [  ] that you checked given that you responded to that email, and record the total for each column at the bottom row called Total score. Add the four totals to get your grand total. 

Student ID:________________   Lec # _____ Your Name _______________________                                                    

	                                                                              Dimension

                                    ----------------------------------------------------------------------------------------

                                              Interpersonal          Methodical              Insightful/Decisive     Communication    

                                             Effectiveness(IE)     Performance(MP)        Perf (IP)                Effectiveness(CE)        

1.  Arranging, Scheduling & Coordinating

     a. Spokesperson                   email 5 [  ]                                                                                 email 5 [  ]

                                                  email 1 [  ]           email 1 [  ]                 email 1 [  ]                  email 1 [  ]

                                               email 2/9 [  ]        email 2/9 [  ]              email 2/9 [  ]               email 2/9 [  ]   

     b. Monitor                                                        email 4 [  ]                 email 4 [  ]

     c. Disseminator                   email 8 [  ]                                              email 8 [  ]                  email 8 [  ] 

                                                 email 4 [  ]                                                                                 email 4  [  ]

                                                 email 3 [  ]                                              email 3 [  ]                  email 3 [  ]

2. Interpersonal Relations

     a. Figurehead                                                                                    email 10 [  ]               email 10 [  ]

                                                email 5 [  ]                                                                                 email 5   [  ]

3. Leadership

     a. Formal Leadership                                     email 7  [  ]                  email 7 [  ]

                                                 email 6 [  ]          email 6  [  ]                                                   email 6   [  ]

                                                                                                                  email 1 [  ]               email 1   [  ]

                                                 email 3 [  ]          email 3  [  ]                   email 3 [  ]               email 3   [  ]

     b. Informal Leadership       email 7 [  ]                                              email 7   [  ]               email 7  [  ]

                                                 email 4 [  ]                                                                                email 4   [  ]

4. Managing Personnel       

     a. Resource Allocator                                   email 3    [  ]                 email 3 [  ]                email 3    [  ]

                                                 email 5 [  ]         email 5    [  ]                 email 5 [  ]               email 5     [  ]

                                                                           email 6&8[  ]           email 6&8 [  ]               email 6&8[  ]

                                                 email 7 [  ]         email 7     [  ]                email 7 [  ]               email 7     [  ]

                                              email 2/9 [  ]        email 2/9   [  ]                                                email 2/ 9 [  ]

                                               email 10 [  ]                                                                               email 10   [  ]

5.Analysis and Synthesis in Decision Making

   a. Entrepreneur                                                  email 1 [  ]                  email 1[  ]

                                                                               email 3 [  ]                 email 3 [  ]

                                                                               email 6 [  ]                 email 6 [  ]

                                                                               email 8 [  ]                 email 8 [  ]

	Total score                  / 15                                      / 15                            / 18                                      /19 



	Grand total =              /67 points













