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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. 
	ANSWERS


1.
    I. DEFINING THE TERM “MANAGEMENT”.
            Management is defined as the process of combining and coordinating a range of resources, either in the form of money, people or equipment, to achieve an organization’s goals by using the limited resources efficiently and effectively. Management therefore is necessary because someone must be the authority in order to obtain, organize, guide, and direct those resources toward the desired results and the other reason is that a desired result must be established. And so it is so important that people must agree on this plan or journey so that a result can be achieved.
         A manger however, is a person who is in charge or one who manages a certain group of tasks or certain subsets of a company and what he or she does in a company is as follows:
· Build a team.
· Motivate people.
· Run the business.
· Making changes and fix things.
· Manage upwards.
· Manage sideways etc.
· 
II. LEVELS OF MANAGEMENT.

    There are three Levels of Management and these are as follows:
a) Top Level of Management or Administrative.
b) Middle level of Management or Executive and
c) Lower Level of Management or Supervisory.


III. DEFINATION OF “EQUITY” AS A PRINCIPLE OF MANAGEMENT.

      Equity as a principle of management is defined as a combination of kindness, justice and fairness. It means that managers should be fair and impartial towards all the subordinates so that the same treatment or attention should be given even to people of the same position. There should be no discrimination in terms of sex, age, caste, religion, relation etc. Equity is so important because it creates and maintains cordial relationship between the managers and those under them. However, equity on the other hand does not mean harshness is absent as Fayol’s opinion states that “at times force and harshness might become necessary for the sake of Equity”.


IV. VARIOUS FUNCTIONS OF MANAGEMENT.

       Management is not only about telling other people on what to do but involves a lot more than one can think of. There are five different functions of a manager are as follows: planning, Organizing, Commanding, Coordinating and Controling.1
1. Planning.
   This is the first the first function of a manager. At this early stage, a manager will come up with an action plan or choosing the tasks that he or she must perform so that the institution can attain its goals it set up. Time, implementation and planning must be linked and coordinated at various stages. While the manager is planning, he should take into consideration the resources which the organization has and also know the personnel which are available. For example, if a supermarket manager wants to increase the sales, he or she should have some time to think of the steps he should take. Some of the steps include more advertisements, putting some items on promotion, having psychological prices etc.
2. Organizing.
    Any organization will enjoy functioning only if it is well organized. Focus should be there so that obstacles can be avoided. The organization should have enough members of staff, raw material, money, and so on. Once those things are available, the manager should assign different roles to different employees and give them direction. Thereafter, he should oversee if at all the work is being done properly as assigned to. This stage is so important and should be taken seriously.
3. Commanding.
     When worker are given clear and proper instructions on their work given, they will do that job exactly the way it is required of them. It is the job of a manger to make sure that he encourages the workers to take initiative, inspire them and explain to them the importance of the work he is giving them.
4. Coordinating.
     Every organization should have harmony. The manager should make sure that all the things are done in order. Leadership is required so that the behaviour of the workers can be positive. All the departments should help each other so that the goals can be achieved.

5. Controlling.
    However, this is the last function of management. Once a plan has been made, the manager will have to evaluate the results attained against the goals. If one of the goals is not met or is not properly done, he or she should put necessary corrections, measures or action so that the goal can be achieved. The manager should make sure that he establishes performance standards based on the organizational objectives
V. A MATCHED EXPRESSION


	Column 1
	Column 2

	a) Management as a discipline
	(iii) Developed and grown through practice and research.

	b) Management as a process
	(iv) Series of inter-related activities.

	c) Management as a group
	(i)Team of managers

	(i) Management as a group
	(ii)Code of conduct for professionals

	
	








  
i.

	Levels of Management
	Position
	Function

	(A) Top
	  (b) Board of directors and chief executives.
	(iii) Defining the objectives and formulating the policies.

	(B) Middle
	(A) Departmental heads and Managers.
	(i) Identifying the departmental objectives and guiding lower level towards achievement of these objectives.

	(C) Lower
	(c) Supervisors and Foremen
	(ii) Carrying out the operations under their supervision.






2. EXPLANATION OF A STATEMENT “PLANNING IS LOOKING FORWARD, WHERE AS CONTROLLING IS LOOKING BACK”.

Planning is Looking to future or looking Ahead. This is true because no one thinks or plans about the present or the past. Past is past and it is gone and present is where we are or living. Planning will add to the success and it will give us some degree of control over the things we want to do in the future. A plan is like a map. When it is followed, someone can always see how much they have progressed towards their projected goal and how far they are from their destination.
   On the other hand, Control process measures the progress towards goal attainment and indicate corrective action if too much deviation is detected. Controlling checks or investigates whether planning was successful. It is done when certain things have been done or completed. At this stage, people who are in charge have to sit down and look Back and then analyze or review how the performance of the plan went.
     Therefore, it is true that Control means to look back so that we can examine, understand and psychoanalyze our efficiency and effectiveness.

CASE STUDY

1. THE MEANING OF HIERARCHY OF MANAGEMENT.
    Hierarchy management is a workplace leadership structure in which authority is assigned in ranks and employees take directions from their superiors. There are three levels which make or form the hierarchy of management namely the top level, middle level and the lower level.
      The Top level consists of the board of directors, president, vice president and the CEO etc. The managers are responsible for controlling and overseeing the entire organization. Their work is to set the goals, strategic plans, organization policies and make decisions of the business meaning they have control of the business. These people who occupy these positions have a great deal of managerial experience and have moved up through the ranks of management within the same company or another company.
        Middle level managers, or middle managers are those in the level below top managers. Examples are branch managers, general managers and departmental managers. Their role is to inspire and provide guidance to low level managers towards better performance, defining and discussing information and policies from top management to lower management and also executing the organizational plans in line with the company’s policies and the objectives of the top management.
        The lower level management includes supervisors, section leads, foremen, crew leader etc. their responsibility is to assign employees tasks, guiding and supervising employees on a day to day activities, making recommendations and suggestions and to ensure that there is quality and quantity of production.
2. William Davis will know about any problem on the factory floor by the report from finance manager who happens to be Mr. Vijhay. Mrs. Irene Rogers will report any problem to Mr. Vijhay Singh and he in turn will report to the chairman.
3. The Chairman Mr. William Davis.
4. Mrs. Irene Rogers- the supervisor.
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