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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Q.1 – I – Management is the process of using the various resources available (inputs) and, through planning, coordination, and controlling, achieve the desired results (outputs).

Q.1 – II – Management consists of three levels:
· Top Level – Includes the Board of Directors and the Chief Executive
· Middle Level – Includes departmental heads and managers
· Low Level – Includes foreman and supervisors

Q.1 – III – “Equity”, as defined by Henry Fayol’s fourteen Principles of Management, refers to the way managers should treat their subordinates. It dictates that the staff should be treat with fairness, justice, and kindness when appropriate in order to be motivated to perform their duties.

 Q.1 – IV – Henry Fayol’s has divided the functions of management into the following five categories:
· Planning – To define the goals that the organization would like to achieve, and determine the best way to utilize the resources in order to achieve this goal.
· Organizing – To organize the workload amongst the staff, and oversee the work to stay in track and avoid mistakes.
· Commanding – To communicate the expectations with the subordinates, and instruct and inspire them, in order to achieve the best results possible.
· Coordinating – To make sure that all subordinates are working in harmony to achieve the desire goal, and there is no redundancy or unnecessary steps in the process.
· Controlling – To make sure the quality of the work produced is up to the standards of the company, and the company’s policies are followed.

Q.1 – V
 a) – iii);  
 b) – iv);  
 c) – i);  
 d) – ii);


Q.1 – V – i
(A) – b) – iii)
(B) – a) – i)
(C) – c) – ii)

Q.2 – As defined by the five functions of management, “Planning” is the action of determining the goals that the company would like to achieve, and setup the proper actions to do so. This, of course, is based in things that have not happen yet, but the company plans on moving forward to achieve this in the future. On the other hand, “Controlling” is the action of certifying that the work achieve so far is according to the company standards and that the company’s policies are followed. This, of course, is based in things that have already happen in the past. Therefore, it can be said that “Planning is looking forward, whereas controlling is looking back”.

Case Study:
1 – “Hierarchy of Management” refers to the ranks and positions of the different managers in a company, and who is subordinate to whom, as demonstrated by the three-levels of management.

2 – In this example, Mr Davis (Top Management), is made aware of any problems on the factory floor through direct communication with the supervisor in charge of the floor, Mrs Rogers (Lower Management).

3 – According to the hierarchy of management, the objectives of the business are determined by the Top-Level Management, which in this example is Mr Davis (Chairman).

[bookmark: _GoBack]4 - According to the hierarchy of management, the supervision of operative workers in order to ensure that the work is carried out properly and on time, is a responsibility of Lower-Level Management, which in this example is Mrs Rogers (Supervisor).
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