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Question no 01 
Define organizational environment. Explain the internal and 
external environment in the organization. 

 

Answer no 01 
 

The organizational environment refers to the combination of internal and external factors that 

influence how an organization operates. It encompasses everything that affects an organization’s 

ability to achieve its objectives, adapt, and survive. This environment can be complex, and 

understanding it requires examining both internal and external elements. 

Internal Environment 

The internal environment includes all the factors within an organization that affect its 

performance and decision-making. These factors are under the organization’s control to some 

extent. Key components include: 

1. Organizational Culture: This includes the values, beliefs, norms, and practices that 

define how things are done within the organization. Culture influences employee 

behavior, motivation, and overall job satisfaction. 

2. Structure: This refers to the way an organization is arranged in terms of hierarchy, roles, 

and responsibilities. It affects how tasks are allocated, how communication flows, and 

how decisions are made. 

3. Resources: These are the assets available to the organization, including human resources 

(skills, knowledge, and expertise of employees), financial resources (funds, investments), 

and physical resources (technology, equipment, facilities). 

4. Processes and Systems: This includes the internal procedures and systems that support 

operations, such as information systems, manufacturing processes, and quality control 

mechanisms. 

5. Leadership and Management: The style, effectiveness, and vision of the leadership and 

management teams play a crucial role in shaping the organization’s strategy and guiding 

its activities. 

6. Employee Relations: The relationship between employees and management, including 

aspects like motivation, engagement, and communication, affects productivity and 

morale. 

External Environment 

The external environment includes factors outside the organization that impact its performance 

but are not directly controlled by the organization. It is divided into two main categories: 



1. Macro Environment: These are broad, societal factors that impact organizations 

universally. Key elements include: 

o Economic Factors: Economic conditions, such as inflation rates, unemployment 

levels, and economic growth, influence an organization’s ability to operate 

profitably. 

o Political and Legal Factors: Government regulations, policies, and political 

stability affect organizational operations. Compliance with laws and regulations is 

essential for legal operation. 

o Sociocultural Factors: Societal values, cultural norms, and demographic changes 

can impact consumer preferences and workforce dynamics. 

o Technological Factors: Technological advancements can create opportunities 

and threats. Organizations need to adapt to new technologies and innovations to 

stay competitive. 

o Environmental Factors: Issues related to sustainability and environmental 

impact can affect organizational practices and consumer perceptions. 

2. Micro Environment: These are more immediate and specific to the organization’s 

industry or sector. Key elements include: 

o Customers: The needs, preferences, and behaviors of customers drive demand for 

products and services. 

o Suppliers: The availability, quality, and cost of inputs provided by suppliers 

affect production and operational costs. 

o Competitors: The strategies, strengths, and weaknesses of competitors influence 

market dynamics and strategic planning. 

o Market Intermediaries: Entities such as distributors, retailers, and agents play a 

role in the distribution and sales of products or services. 

o Stakeholders: Various groups, including investors, shareholders, and community 

organizations, have an interest in the organization’s performance and outcomes. 

Interaction Between Internal and External Environments 

The internal and external environments are interdependent. Changes in the external environment 

often necessitate adjustments in the internal environment. For instance, technological 

advancements (external) may require an organization to invest in new systems or retrain 

employees (internal). Conversely, internal decisions, such as changes in organizational structure 

or strategy, can impact how the organization interacts with its external environment. 

Understanding and managing the organizational environment effectively helps organizations to 

adapt to changes, anticipate challenges, and capitalize on opportunities, ensuring long-term 

success and sustainability. 

 

 

 



 

Question no 02 
What do you mean by formal and informal organization. Write 

down the elements of formal and informal organization. 

 

Answer no 02 

In organizational theory, formal and informal organizations represent two distinct ways in 

which organizational structures and relationships are established and function. Both play critical 

roles in the operation of an organization but differ significantly in their nature and impact. 

Formal Organization 

The formal organization refers to the officially established structure of an organization, 

designed and documented to achieve specific objectives. It is characterized by a clear hierarchy, 

defined roles, and established processes. 

Elements of Formal Organization 

1. Organizational Structure: This includes the framework that defines the hierarchy of 

authority and the division of labor within the organization. It outlines how different roles 

and departments are interrelated and how tasks are assigned. Common structures include 

hierarchical, matrix, and flat structures. 

2. Roles and Responsibilities: Specific duties and functions are assigned to each position 

within the organization. Job descriptions clearly define what is expected from employees, 

including their tasks, responsibilities, and reporting relationships. 

3. Rules and Regulations: Formal organizations operate under a set of established rules 

and policies. These are designed to ensure consistency, standardize procedures, and 

ensure compliance with legal and ethical standards. 

4. Procedures and Processes: Formal procedures dictate how tasks and processes should 

be carried out. This includes workflows, protocols for decision-making, and methods for 

performance evaluation. 

5. Authority and Power: Authority in a formal organization is vested in specific positions 

and is usually associated with a hierarchical structure. This includes the power to make 

decisions, allocate resources, and direct others. 

6. Communication Channels: Formal communication channels are established to ensure 

information flows systematically through the organization. This includes official memos, 

reports, and meetings. 

7. Policies and Procedures Manuals: These documents provide detailed guidelines on how 

various aspects of the organization should operate, including HR policies, financial 

procedures, and operational standards. 

 



 

Informal Organization 

The informal organization refers to the network of personal and social relationships that 

develop naturally among employees. It is not officially recognized or structured but significantly 

influences the organizational culture and dynamics. 

Elements of Informal Organization 

1. Social Networks: Informal organizations are characterized by personal relationships and 

social networks that develop among employees. These networks can influence how 

information is shared and how relationships affect work dynamics. 

2. Informal Communication: This includes casual conversations, gossip, and unofficial 

information exchange that occurs outside formal communication channels. Informal 

communication can often be faster and more flexible. 

3. Group Norms and Values: Informal organizations have their own set of unwritten rules 

and norms that guide behavior and interactions among employees. These norms can 

shape the organizational culture and influence how employees work together. 

4. Influence and Power Dynamics: Influence in the informal organization often comes 

from interpersonal skills, charisma, and personal connections rather than formal 

authority. Informal leaders can significantly impact decision-making and organizational 

behavior. 

5. Support Systems: Informal organizations often provide emotional support and informal 

mentorship among employees. This can help in personal development and foster a sense 

of belonging and teamwork. 

6. Culture and Social Practices: Informal organizations contribute to the development of 

organizational culture and social practices that are not outlined in formal policies. This 

includes rituals, celebrations, and informal gatherings. 

Interaction Between Formal and Informal Organizations 

The interaction between formal and informal organizations can be complex: 

 Influence on Formal Processes: Informal networks can impact formal processes and 

decisions. For instance, informal leaders might influence the implementation of formal 

policies or procedures. 

 Support and Flexibility: Informal organizations can provide support and flexibility that 

formal structures may lack. They can facilitate quick problem-solving and provide 

emotional support. 

 Potential for Conflict: Conflicts can arise when informal practices or values clash with 

formal policies or directives. Effective management involves balancing these two aspects 

to ensure alignment and harmony. 

Both formal and informal organizations are crucial for the effective functioning of an 

organization. The formal organization provides the structure and order necessary for systematic 



operations, while the informal organization helps in fostering relationships, culture, and 

adaptability. Understanding and managing both dimensions can enhance organizational 

effectiveness and employee satisfaction. 

 

Question no 03 
Define organizational climate. Write down the features of 

organizational climate. 

 

Answer no 03 
 

Organizational climate refers to the collective perceptions and attitudes of employees about 

their work environment. It encompasses the shared understanding of the organization’s 

atmosphere, culture, and working conditions. Unlike organizational culture, which is more about 

deep-rooted values and beliefs, organizational climate is more about the current, observable state 

of the work environment as experienced by employees. 

Features of Organizational Climate 

1. Perceptions of Work Environment: Organizational climate is shaped by how 

employees perceive their work environment. This includes their views on the physical 

workspace, safety, and overall comfort. For instance, a positive climate might be 

characterized by a well-maintained and pleasant physical environment, while a negative 

climate might involve overcrowded or poorly maintained facilities. 

2. Employee Attitudes and Morale: The climate of an organization significantly affects 

employee attitudes and morale. Positive climate features such as recognition, support, and 

fairness contribute to higher employee satisfaction, engagement, and motivation. 

Conversely, a negative climate characterized by poor management practices or lack of 

recognition can lead to low morale and dissatisfaction. 

3. Communication Practices: Effective communication is a key feature of a positive 

organizational climate. Open, transparent, and frequent communication between 

employees and management fosters trust, clarity, and a sense of inclusion. Poor 

communication can lead to misunderstandings, conflicts, and a sense of alienation among 

employees. 

4. Leadership Style: The style of leadership within an organization heavily influences its 

climate. Transformational leadership that encourages innovation, provides support, and 

recognizes achievements tends to foster a positive climate. Authoritarian or disengaged 

leadership can contribute to a negative climate. 

5. Recognition and Rewards: The way in which employees are recognized and rewarded 

for their efforts plays a significant role in shaping organizational climate. A climate that 

includes regular recognition and fair reward systems typically leads to higher employee 

motivation and satisfaction. 



6. Work-Life Balance: An organization's approach to work-life balance is a crucial feature 

of its climate. Policies and practices that support flexible working hours, remote work, 

and personal time contribute to a positive climate by helping employees manage their 

professional and personal lives more effectively. 

7. Team Dynamics and Collaboration: The nature of interactions and collaboration among 

team members is another important aspect of organizational climate. A climate that 

promotes teamwork, cooperation, and mutual support tends to enhance job satisfaction 

and productivity. Conversely, a competitive or isolating environment can negatively 

affect the climate. 

8. Fairness and Equity: Perceptions of fairness in treatment, opportunities, and resource 

allocation contribute to the overall climate. An environment where employees feel that 

they are treated equitably and that opportunities for advancement are fair and accessible 

fosters a positive organizational climate. 

9. Stress and Work Pressure: The level of stress and work pressure experienced by 

employees impacts the organizational climate. A supportive climate addresses stress 

management and workload issues effectively, whereas high stress and unrealistic 

expectations can lead to burnout and a negative work environment. 

10. Organizational Change: How an organization manages change and adapts to new 

circumstances influences its climate. A positive climate is often characterized by 

effective change management practices that include clear communication, support during 

transitions, and involvement of employees in the change process. 

11. Employee Involvement and Participation: Opportunities for employees to be involved 

in decision-making processes and contribute ideas can enhance the organizational 

climate. When employees feel valued and included, it promotes a positive and 

collaborative atmosphere. 

12. Health and Safety: The emphasis placed on employee health and safety is a critical 

feature of organizational climate. An environment that prioritizes physical safety, mental 

health, and well-being contributes to a positive climate and supports overall employee 

satisfaction and performance. 

Impact of Organizational Climate 

 Performance and Productivity: A positive organizational climate can lead to improved 

employee performance and productivity. When employees are satisfied and motivated, 

they are more likely to be engaged and deliver high-quality work. 

 Retention and Turnover: Organizations with a positive climate are often able to retain 

employees more effectively, reducing turnover rates. High job satisfaction and a 

supportive work environment contribute to long-term employee commitment. 

 Organizational Culture: While organizational climate is more about the current state, it 

can influence and be influenced by organizational culture. A positive climate can 

reinforce a strong, positive culture, while a negative climate can undermine cultural 

values. 

Understanding and improving organizational climate involves regularly assessing employee 

perceptions, addressing areas of concern, and implementing practices that foster a supportive and 

productive work environment. By focusing on the features of organizational climate, 



organizations can enhance employee satisfaction, performance, and overall organizational 

effectiveness. 

Question no 04 
What are the qualities should have a leader to lead the tourism 

industry? Explain. 

 

Answer no 04 

Leading in the tourism industry requires a unique blend of skills, qualities, and knowledge 

tailored to the sector’s dynamic and diverse nature. Leaders in tourism must navigate a landscape 

characterized by global competition, changing consumer preferences, and complex operational 

challenges. Here’s an elaborate explanation of the qualities that a leader should possess to excel 

in the tourism industry: 

1. Visionary Thinking 

 Strategic Vision: Effective leaders in tourism must have a clear, long-term vision for the 

organization. This involves anticipating future trends, understanding emerging markets, 

and setting strategic goals that align with evolving industry dynamics. 

 Innovation: Being forward-thinking and open to new ideas and technologies is crucial. 

Leaders should be able to drive innovation in services, marketing, and operational 

practices to stay competitive. 

2. Cultural Awareness 

 Global Perspective: Tourism leaders must understand and respect the cultural diversity 

of their guests and employees. This includes recognizing cultural nuances, preferences, 

and expectations to offer personalized and respectful experiences. 

 Cultural Sensitivity: They should also be adept at managing and promoting cultural 

exchange and integration, ensuring that tourism activities benefit local communities 

while enriching visitors’ experiences. 

3. Customer-Centric Approach 

 Exceptional Service Orientation: Prioritizing guest satisfaction is paramount. Leaders 

should instill a customer-focused culture throughout the organization, emphasizing high 

standards of service and personalized experiences. 

 Feedback Utilization: They need to effectively gather and analyze customer feedback to 

continuously improve products and services. 

 

 



4. Operational Excellence 

 Efficiency Management: Leaders should excel in managing resources, streamlining 

operations, and optimizing processes to ensure smooth and cost-effective delivery of 

tourism services. 

 Crisis Management: The ability to handle emergencies and unexpected challenges, such 

as natural disasters or political instability, is critical for maintaining operational stability 

and safeguarding the reputation of the organization. 

5. Strong Communication Skills 

 Effective Communication: Clear, transparent, and persuasive communication is 

essential for engaging with stakeholders, including employees, customers, partners, and 

local communities. 

 Multilingual Abilities: In a global industry, proficiency in multiple languages can 

enhance communication with international clients and partners. 

6. Leadership and People Management 

 Inspirational Leadership: The ability to motivate, inspire, and lead a diverse team is 

vital. Leaders should foster a positive work environment, encouraging collaboration and 

high performance. 

 Talent Development: They must invest in the training and development of employees, 

recognizing that skilled and motivated staff are key to delivering exceptional tourist 

experiences. 

7. Business Acumen 

 Financial Management: Strong financial skills are necessary for budgeting, forecasting, 

and managing profitability in a sector with fluctuating demand and economic variability. 

 Marketing Expertise: Leaders should understand effective marketing strategies and 

digital tools to promote destinations, attract tourists, and build brand loyalty. 

8. Ethical and Sustainable Practices 

 Sustainability Focus: Promoting and implementing sustainable tourism practices is 

increasingly important. Leaders should advocate for eco-friendly initiatives, responsible 

tourism, and conservation efforts. 

 Ethical Leadership: Ensuring that all business practices align with ethical standards and 

contribute positively to local communities and environments is crucial. 

9. Adaptability and Resilience 

 Flexibility: The ability to adapt to changing market conditions, economic fluctuations, 

and evolving consumer preferences is essential. 



 Resilience: Tourism leaders should be resilient in the face of setbacks and challenges, 

maintaining a positive outlook and perseverance to navigate industry disruptions. 

10. Networking and Relationship Building 

 Partnership Skills: Building and maintaining strong relationships with partners, 

including local businesses, government bodies, and industry organizations, is important 

for collaborative success and resource sharing. 

 Influence and Negotiation: Effective negotiation and influencing skills help in forging 

strategic alliances and securing beneficial agreements. 

11. Technological Savvy 

 Technology Integration: Leaders should stay abreast of technological advancements and 

integrate relevant technologies to enhance operations, improve customer experiences, and 

streamline processes. 

 Data-Driven Decision Making: Utilizing data analytics to make informed decisions and 

tailor strategies based on customer preferences and market trends is increasingly 

important. 

12. Emotional Intelligence 

 Empathy and Emotional Awareness: Understanding and managing one's own 

emotions, as well as empathizing with others, enhances interpersonal relationships and 

helps in addressing the needs and concerns of employees and customers effectively. 

 Conflict Resolution: Skillful handling of conflicts and differences, both internally 

among team members and externally with customers or partners, contributes to a 

harmonious work environment and positive customer experiences. 

In summary, effective leadership in the tourism industry requires a multifaceted skill set that 

combines visionary thinking with practical management abilities. Leaders must navigate the 

complexities of global travel, cultural diversity, and sustainability while maintaining a strong 

focus on customer satisfaction and operational efficiency. By embodying these qualities, leaders 

can drive their organizations toward success and adapt to the ever-changing landscape of the 

tourism sector. 

 

 

 

 

 



Question no 05 
Briefly explain the key elements of organizational structure. 

 

Answer no 05 
 

The organizational structure of a company outlines how tasks are divided, coordinated, and 

supervised to achieve organizational goals. It defines roles, responsibilities, and authority within 

an organization. The key elements of organizational structure are: 

1. Hierarchy: This refers to the levels of authority and reporting relationships within the 

organization. It establishes who reports to whom, defining the chain of command and 

ensuring that tasks are coordinated and managed effectively. 

2. Roles and Responsibilities: Clearly defined roles and responsibilities ensure that each 

employee knows their specific duties and expectations. This helps in avoiding confusion 

and overlap, ensuring that all necessary tasks are completed. 

3. Departmentalization: This involves grouping jobs and functions into departments or 

units based on similarities in tasks or objectives. Common forms of departmentalization 

include functional (by function), divisional (by product, service, or geography), and 

matrix (a combination of functional and divisional). 

4. Span of Control: The span of control determines the number of direct reports a manager 

or supervisor can effectively oversee. A narrow span of control means fewer employees 

per manager, allowing for more direct supervision, while a wider span means more 

employees per manager, promoting greater autonomy. 

5. Centralization vs. Decentralization: Centralization refers to decision-making authority 

being concentrated at the top levels of management, while decentralization distributes 

decision-making authority to lower levels. The choice between centralization and 

decentralization affects responsiveness and flexibility within the organization. 

6. Formalization: This refers to the extent to which rules, procedures, and standards are 

established and followed within the organization. High formalization means that there are 

detailed rules and standardized procedures, while low formalization allows for more 

flexibility and discretion. 

7. Communication Channels: The organizational structure defines formal communication 

channels, which are the pathways through which information flows within the 

organization. This includes the methods and frequencies of communication, such as 

meetings, reports, and memos. 

8. Coordination Mechanisms: These are the methods used to ensure that different parts of 

the organization work together effectively. Coordination mechanisms can include formal 

meetings, cross-functional teams, and integration roles. 

9. Authority and Power: Authority determines who has the power to make decisions and 

give orders, while power encompasses the ability to influence others and get results. The 

organizational structure defines the distribution of both authority and power within the 

organization. 



Understanding these elements helps in designing an effective organizational structure that aligns 

with the organization's goals, enhances efficiency, and supports its strategic objectives. 
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