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efficiency refers to means: process methods, processes, rules and regulations, to ensure that resources are used properly. A it is time for the manager to define what needs to be done, who will be responsible for the work, as it should be, to whom the employees should report and everything there d be to do in order to complete the work.To do so, the
administrator designs the project, delegates the activities, the people responsible and makes investments to get the planned project off the ground.Here again the objectives of productivity begin efficiency. Select the role of Responsible Administration for A described above. (a) Guidab) Planning) Organizer) Coordinates) Control3. (UFCG & 2019 &
UFCG & Administrator) With regard to functions performance of the task.By organizationmeans assignment of tasks and their grouping into departments, centralization of and allocation of resources to within the organization.Control means monitor the activities of employees, determine whether organization in the direction of its objectives
and make the necessary changes.A tool widely used in the activities of control” the Balanced Scorecard.a) Only alternatives I, II, III and V are correct.b) Only alternatives I, II, IV and V are correct.c) Only alternatives I, II, III and IV are correct.Only alternatives I, III, IV and V are correct.Alternatives I are correct, II, III, IV and V4. (FUNDETEC a 2019
a CRP VII Region RS & Administrator) According to Chiavenato (2010), the Administration comprises all administrative functions, which are part of an integrated whole. In this way, the documents executed in organizations by their managers are the basis of administration and represent the functions performed by administrators. I am considering the
declaration, to take into account the administrative function with the appropriate definition, associating column 1 with column 2. Cooluna 1 A° 1) Planning A 2) Management 3) Organization 4) ControlColuna 2 () is the function through which the activities to be performed are designed and designed, and objectives are set. () This is the The function of
structuring the resources available for everything that has been planned can be executed. () is the function of conducting the implementation of the works that have been planned, so that the objectives of the organization can be achieved. () Deals with the administrative function where the results obtained are evaluated and possible corrections
defined, as set out. The correct order of filling of the pair comprises, from top to bottom, is: a) 1 A¢ “3 A¢ & =" 4b) 1 A¢ & “3A¢ a7 2A¢ & “4C)1A¢ca”4A¢a”34a-2D)2A¢c4a “1 4”34 4”44 4 “4 4”374 & “374”374”374”374 “374a”374a”374”374a”374”374a”374”374&”374a”A”37.A (Angra Dos Reis Prefecture - R] 2015) One
way to understand the concept and application of administration is through its representation as an administrative process, which materializes administration through planning, organization, direct and control. In short, the administrator is the bridge between the means (financial, human and technological resources) and the ends (objectives).
Administration is modernly divided into five areas: finance, administration, marketing, sales or production, logistics and human resources. Financial administration issues related to finance administration during marketing " ed ,avitartsinimda ,ariecnanif th.Atnoc laicremoc ,acincA©At :sale odnes oA£AA§Aaz1nagro amu me setnetsixe saerAjA sad
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raredisnoc AAA¢aserpmeAAAA¢ omret o otnauqgne aterroc A©A etnemos ,otnatertne ,0AfAA§Aaicossa A .satsimissep e satsilaer ,satsimito res medop soirAjAAnec sesse euq adnia raredisnoc es ed AjAH AAA¢acort ed seApAA§AAaler ramusnoc e ratilicaf ovitejbo rop met euq sanamuh sedadivita ed ¢AAA e, claro, a definiA§SAAfAo das famosas
funA§AApAes administrativas.Ademais, o engenheiro defendia que os cargos deviam ser ocupados por pessoas tA©Acnicas e capacitadas a organizar suas respectivas funA§AApAes. Gabarite - Simulados, QuestApAes e Provas de Concursos FunA§AApAes administrativas: Planejar, Organizar, Dirigir e Controlar sAf£Ao essenciais para o sucesso de uma
empresa. FunA§AApAes Administrativas e como colocAjA-las em prAjAtica em uma empresa. Apesar das funA§AApAes administrativas facilitarem o trabalho operacional da orgamzaA§AA£Ao nAfAo existe uma fA3Armula efetiva e concreta capaz de garantir o sucesso de uma empresa.Para limitar riscos e conduzir o processo da maneira mais harmA
"Anica e exitosa, alA© Am das funA§AApAes administrativas, destaca-se a adoASAAfAo de mA©Atodos de gestA£Ao eficiente, capazes de nortear o funcionamento e futuro do negA3A01o Para sobreviver e avanA§Aar com seguranA§Aa a organ12aA§AA£Ao deve ser bem gerenciada. Quanto mais pessoas envolvidas nesse processo, maior o desafio. A
lideranA§Aa precisa coordenar, gerenciar e facilitar o trabalho dos demais, garantindo que o pessoal da organizaA§AA£Ao avance e desenvolva o trabalho de maneira eficaz.FunASAAfAo Administrativa: ControlarPor fim, a A2Altima funAS§AA£Ao administrativa A©A a do controle. Cada uma delas envolve uma sA©Arie de atividades fundamentais para
o processo como um todo.Se uma das etapas, por acaso, nA£Ao for bem desempenhada ou ignorada, o resultado de um projeto pode nAfAo ser satisfatA3Ario, prejudicando os resultados dos demais, bem como a qualidade e o futuro da organizaA§AAf£Ao. Isso significa que o administrador deve ter todos os processos sob controle e trabalhar para que a
empresa cresA§Aa constantemente, com qualidade. FunA§AAfAo Administrativa: DirigirA funASAA£Ao administrativa da direASAA£Ao tambA©Am pode ser apontada como ¢AAAliderar¢AAA, ¢AAA1nﬂuen01ar¢AAA e ¢AAAmot1var¢AAA os empregados a realizar as tarefas essenciais do projeto. A adequaA§AA£fAo e The TGA aims to develop capablhtles
define organizational situations, diagnose deficiencies and propose solutions the of organization. Even if the planning is excellent, company is organized and the functions delegated, the control of all the functions A is still necessary to ensure the proper performance of the work.The continuous monitoring of the performance of acompany” the factor
that will guarantee execution project and the correction of any deviations, as the A© market is constantly evolving and organizations need to adapt to changes, trends and investments.In this sense, the manager must walk with the administrative processes of company. Henceimportance of understanding and adopting the four administrative
functions.Once adopted, the administrative functions ensure a pleasant working environment, commitment of employees, quality in provision services, customer satisfaction, financial control, viability and sustainability of organization, control of activity, which will offer future perspectives in the new projects.In the modern and globalized world,
administrative functions demonstrate their importance in the great responsibility of administrator to maintain the quality and competitiveness organization in market, where the consumer A" is ever more demanding.Moreover, administrative functions facilitate the complex daily process of the organization transforming the hard conduct of
abusiness into a more efficient and simplified logic.Principles of good administrative management True administration is not about profit, but about social welfare; The profit was a mere consequence. Later, the underlying concern shifted to emphasis the structure, with the da Teoria ClAjAssica de Fayol, o Fordismo de Henry Ford e a Teoria
BurocrAjAtica de Max Weber, avanA§Aando mais tarde para a Teoria Estruturalista.A RelaA§SAA£Ao HumanAAstica surgiu com a A2Anfase nas pessoas, por meio da Teoria Comportamental e a Teoria do Desenvolvimento Organizacional (DO). Para isso, ele precisa estar em constante vigAAlia, controlando, ajustando, comunicando, realocando e
tomando decisApAes que ditarA£Ao o sucesso do projeto.ImportA¢Ancia das funA§AApAes administrativasApesar de definirmos separadamente as funA§AApAes administrativas, elas sAEAo codependentes e executadas paralelamente dentro de uma organizaA§AA£Ao. As palavras ¢AAAcomandar¢AAA e ¢AAAcoordenar¢AAA foram aglutinadas no
termo ¢AAAdigirir¢cAAA e ¢AAAprever¢AAA foi substituAAda pelo termo ¢AAAplanejar¢AAA.O renomado acadA2Amico Henry Mintzberg (1939 - 81 anos), entretanto, contesta essa visA£Ao das funA§AApAes administrativas divididas em processos. O passado A©A a bA%Assola de orientaA§AA£Ao do percurso, o presente as condiA§AApAes reais da
estrada e o futuro as possibilidades que se apresentarAfAo ao longo do caminhada.Como desempenhar as funA§AApAes administrativasPara finalizar, AOA importante que o administrador tenha sempre em mente a importA¢Ancia de integrar as quatro funA§AApAes administrativas: o planejamento, a organizaA§AA£Ao, a direASAA£Ao e o controle
administrativo.Os quatro pilares da AdmlnlstraA§AA£Ao sAfAo _equivalentes em valor individual, mas juntas, transformam-se no sucesso do projeto coletivo.Em uma pequena empresa, por outro lado, muitas vezes, o 1AAder deve assumir mais de um papel. Nesse sentido, quando os gestores estruturam os recursos dlsponAAvels para que tudo o que foi
planejado possa ser executado, eles estA£Ao atuando na funASAA£Ao de:a) Controleb)A APlaneJamentoc) DireA§AAfAod) Comandoe) Organ1zaA§AA£A05 A A(Instituto AOCP - 2019 - UFFS - Assistente em AdmlmstraA§AA£Ao) Dentre outras atividades, assinale a alternativa que apresenta, nas organizaA§AApAes, o que A A funA§AA£Ao
organizaA§AA£Ao.a) Liderar, coordenar, comandar e dirigir pessoasb) Desenvolver a competA2Ancia das pessoasc) Solucionar problemas e tomar decisApAesd) Dividir o trabalho entre as pessoase) Estabelecer parA¢Ametros na empresa6.A A(FUNDATEC - 2019 - Autarquia Municipal de Turismo Gramadotur - RS - Assistente Administrativo) Ao
conjunto das funA§AApAes administrativas, consideradas como um todo integrado, dAjA-se o nome de processo administrativo. De nada adianta planejar se o gestor nAfAo colocar em prAjAtica todas as tarefas que o processo exige. O equilAAbrio e 0 bom desempenho entre todas as funA§AApAes administrativas provam sua eficAjAcia com a
estabilidade e o crescimento sustentAjAvel do negA3Acio.¢AAAPara ter um negA®Acio de sucesso, alguA©Am, algum dia, teve que tomar uma atitude de coragem.¢AAA ¢AAA Peter DruckerExercAAcios sobre funA§AApAes administrativasApA®As a conclusAfAo da leitura, teste seu conhecimento respondendo as questApAes a seguir:1. ¢AAA PrincA-
Apio filosA3Afico da AdministraA§AA£Ao0.No cotidiano, a estrutura de uma empresa contemporA¢Anea A©A repleta de minA%Acias e detalhes que tornam a atividade complexa e laboriosa. Neste sentido, a anAjAlise organizacional realizada pelos administradores consiste no processo de identificar os recursos financeiros, mercadolA3Aglcos produtivos
e humanos, encontrando no meio as forA§Aas e fraquezas da organlzaA§AA£Ao e como elas podem ser exploradas diante das oportunidades e dificuldades oferecidas pelo ambiente.A etapa do Dirigir do PODC demonstra a importA¢Ancia vital do acompanhamento persistente do 1AAder de uma instituiA§AA£Ao. Colocar estas funA§AA11Aes
administrativas em prAjAtica, em um cenAjArio empresarial, A©OA na verdade o segredo para a estabilidade, longevidade e sucesso de uma organizaA§AA£Ao.Muito mais do que seguir uma sA©Arie de passos para chegar a um determinado objetivo, a atividade administrativa ensina como utilizar instrumentos valiosos para obter A2Axito em todas as
of life. I imagined a teacher in class, for example, who must manage the contents of the subject, learning and the follow-up of students, in addition to the environment of the class itself, all at the same time. In this scenario, The administrative functions can also be applied in the same way, so that the teacher, being here the class manager, can reach
their goals and identify strategies and reforms to be adopted in the future. In a large company the challenges are different and Even greater, of course, with the request for results and little space for errors. Only by mastery of the theory the administrator will be able to learn to put into practice, as well as improving, the tools used in everyday life.
Jules Henry Fayoljules Henry Fayol, founder of the classical and scientific theory of management, It is distinguished by its studies among the pioneers of research and the diagnosis of the failures and the opportunities identified in the entrepreneurial world. The practical experience Fayol found that recurring difficulties in the corporate structures of
the era, such as poor productivity and lack of standardization . Between analysis and reforms, the engineer noticed, in practice, the lack of concrete tools to make the organization more productive. (FEPESE & € "2018 a €" Visan a € "SC a €" Administrative technician) Among the functions of the administration, one of them is considered responsible for
the distribution of work, resources and authority between members of the organization. Follow us: Administrative Function: Planning Departure from the basis of administrative functions, we find in its support the principle of each entrepreneurial activity: or planning. In this process the administrator will define the objectives that the organization
must reach, as well as the plan and actions necessary to reach the desired result. The scope of this function the manager must have odnesse ,enoizazzinagroalled ossecorp led itnereffid itnemom onnaretneserppar ,—AsoC .ilregnuiggar rep izzem i ecsilibats e adneizaéalled ivitteibo ilg onroig led enidroalla ettem ,irotaroballoc ious ia emeisni ,reganam li
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eregnuiggar a itnednepid ied enoizavitom al azneulfn] (AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAMAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA o ollortnoC &
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the past we put the “Control” function where they are Reporting and analysis of the indicators In order to evaluate historical results and future projections. Attimately the leader must establish a budget policy, limiting resources and investments for different sectors. A well-structured organization, in search of innovation and best administrative
practices, is always attentive to changes and market trends, identifying opportunities and being cautious against risks, which is essential for an organization to exploit Positively the own results. The intellectual instruments, the administrator can now invest concretely in carrying out its activity. This set tries to explain how administrative functions are
carried out by organizations. When they are applied and integrated effectively by the administrator, the successful odds are invariably major. The administration is the art of enforcing laws without damaging interest.A ¢ A ¢ 4,— TM HonorA fA © De Balzac, (1799-1850). In theory, the administrative area, also called management, is the social science
that studies and systematizes the practices used by an administrator to manage companies, resources or people, in order to achieve pre-established goals from a "direction" orad4aaaaaaaaaaaaaaaaaaa"Management" and is a knowledge area based on a set of rules and functions aimed at regulating production factors , in order to achieve
certain objectives, such as the maximization of the profits of a company. Administrative function is often used as a synonym of & & & «company administration.a € The leaders had the power to direct orders to other employees , on the base of the discipline, collaboration and respect for the hierarchy. The company becomes more efflcient, He also
believed that orders should be from a single senior, and each area would also have a competent manager. There? you can perceive, in particular, that the ideas of the Pioneer were ideas for calculating the administrative bases, with the structures found at present in organizations. To be a good leader, however, A is important that the manager knows
how to distribute tasks, chargers charges and results, as well as inspire them with confidence and determination. A scenario, directly related to the leaders of a company, that must be ready to exercise the tasks of delegation, monitoring, uploading and motivating the institution team. Even in horizontal hierarchy environments, that is, where there are
no superiors or heads, the administrative management should be transparent and consistent. Form, multidisciplinary and autonomous Teams can make decisions and perform tasks according to business objectives. The administrator must be known today, but without ignoring yesterday and tomorrow. Check the alternative you define best a¢
a¥organization ": a) 4° 4° the organized structure intended for the production or marketing of goods and services, aiming at the result. B) A a program that aims to control, using resources to achieve certain objectives. (Funcerner - 2018 - Conserial of TrairAfo - RN - Administrator) The concept of organization may be defined as: (a) a combination of
challenging people who are willing to make individual proposals and who are constantly transformed. Combination of individual efforts that intends to carry out collective proposals and that it is constantly transforming) a combination of collective efforts is intended for unique purposes. 10. (UFMT - 2015 - Detran-Mt - Trance Service Analyder -
Administrator) The left column has administrative and correct functions, features of each function. - Photos: Competitions in Braszlock, organization, management and control are keywords for a company's good administration. As for the future, it belongs to A ¢ 4,— "Planing", where the plane is traced. Here everything begins: from creativity and
market analysis the future projects is born, which return to the past, later, to check whether the objectives were achieved based on the objectives. Thus, administrative functions are shown. (Phillip Kotler). The production area, in turn, is explained by the activities that carry out the manufacture, processing or obtaining goods and those who can be
divided into three large groups: land, capital and work. Packaging, stock management, maintenance and preparation of orders, in addition to transport and delivery circuits. For the purpose, human resources are the management of the administration that develops at £ with the team, in search of workers integration in the context of the organization
and greater productivity. The general administration known as TGA, the general theory of the administration is the series of knowledge related to organizations and the administration process, being composed of principles and techniques in a permanent update. The theory had innense with the tasks, in the scientific administration of Frederich
Taylor. qualidades dos funcmnAlArlos por tabela, constituem o maior patrlmA Anio do administrador: o capital intelectual.De volta A A 1A3Agica do mundo globalizado, faz-se necessAjArio que a equipe, e 0 prA3Apr10 administrador, passe nAfAo apenas por atualizaA§AApAes e reformas constantes de competA2Ancias e conhecimentos, mas consolide e
aprimore qualidades durAjAveis e valorizadas no meio, tais como o equilAAbrio, o respeito e o trabalho em equipe. FunA§AA11Aes administrativas no dia a diaPara melhor compreender e aplicar as funA§AApAes administrativas, tambA©Am podemos dividi-las em uma linha do tempo, representando o passado, o presente e o futuro. Cabe ao gestor
manter o plano em ordem para que a equipe e os recursos sejam aplicados de modo a extrair o melhor desempenho possAAvel de cada ferramenta.Logo, "organizar¢AAA A©A a prAjAtica concreta do ¢AAAplanejar¢AAA. A eficAjAcia, por sua vez, refere-se aos fins: objetivos e resultados a serem alcanA§Aados pela organizaASAA£A0.0O trabalho
administrativo A©A a aplicaA§AA£Ao do esforA§Ao fAAsico e mental de um gerente que irAjA buscar os resultados por meios de outras pessoas, seus gerenciados. Nesse caso, as dificuldades sAfAo maiores e complexas, mas nA£Ao 1mpossAAvels se o administrador se planejar, organizar, dirigir e controlar cada etapa do processo com seguranA§Aa e
eficiA2Ancia.Para tanto, o pequeno empreendedor precisa estudar e se especializar em cada funA§AA£Ao, compreendendo a teoria, colocando as ferramentas A A disposiA§AAfAo na prAjAtica, tendo em vista a realidade financeira do negA3Acio e a capacidade de gestAfAo pessoal. AIA©Am da capa01taA§AA£Ao constante, A©A importante que o gestor
invista seu tempo em estratA©Agias. A A2Anfase no ambiente, por sua vez, surgiu com a Teoria dos Sistemas, sendo completada pela Teoria da ContingA2Ancia, que postenormente desenvolveu a A2Anfase na Tecnologia.Cada uma dessas cinco variAjAveis - tarefas, estrutura, pessoas, ambiente e tecnologia ¢AAA provocou, em seu devido
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orucis 'Aip odom nu odnaiccart ats erotartsinimma'l ,enoizacifinaip al etnarud ,otnatreP .irtla ilg rep inucla itazneulfni onos e azneulfni ingo “Aoic ,ocimetsis “A - evitartsinimma inoiznuf el © Ahcnon - itnenopmoc itseuq id otnematropmoc 1I .inoizazzinagro elled enoizartsinimma'lled oiduts olled ilapicnirp itnenopmoc i ecsiutitsoc ,asrevid
avitartsinimma airoet anU and efficient management of a company. Independent of the size of the organization and staff employed, each manager must monitor and supervise the four administrative functions essential for positive results in their organization. We still find activities These are unnecessary and should be planned, organized, directed
and controlled by the administrator, since it must be involved and aware of the performance of the entire process chain. How are these features found in companies? A) as steps in the administrative process contained in the other functions) as independent and necessary functions) as autonomous and hermatic and contained in the areas of
responsibility 8. (RBO - 2012 - Prefecture of Porto Ferreira - SP - Professor of Education BAjsica II - TA A© cnico in administration). According to the theory of the four basic administration functions, they are steps in the organization process, except: a) Gerarkability 2. It is concluded that, there is necessarily a function of a position of manager, but

an administrative guideline, which must be recognized and accompanied by all. In short, running a team requires skills which go beyond the authority pure and simple. Therefore, to avoid damage, administrative functions have been developed. developed.
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