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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. 
	Please insert your completed assignment ( in word format)  here:

Fundamentals of Administrative Management 
 
Unit 2     Business Administration    Brentwood Open Learning College Page 1 Assessment 2                                                                                       Total Marks: 30 
Q: 1: Short questions:                                                                             15
· 





  
 !"#
"$$"!
"%! 
$&'%()*&
+,$!%
-
" 
'%'
"#
-.

 $/
$$
!"
 +0
'01$"
%#$2
 $'
"- $"
""3
$4%
"%$-
$0%$
"$("$
""/
"$$"
5 2
46*(-
&&&
*1!-07
-,"2"
.8"9$":9;
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· them to do their best abilies. It’s necessary to treat subordinates with respect and 
don’t overburden them with work.
Coordinang – It is a must that each subordinate is having synergy amongst them 
and aren’t working for cross purposes or duplicaon. Every team member should 
work with harmony to achieved their set goal.
Controlling – is a task in Managers workload. He needs to evaluate each subordinate 
and must have to make sure that the standard of work for each subordinate must be 
up to company standard and following the company policy as well. 
V. Match the expression given in column 1 with these given in column2 
Column 1  Column 2
a.) Management as discipline i.) team of managers - c
b.) Management as a process   ii.) Code of conduct for professionals – a
c.) Management as a group iii.) develop and grown through pracce and 
Research - d
d.) Management as profession iv.) series of inter-related acvies- b
Q2. “Planning is looking forward; whereas controlling is looking back” Explain the statement
Planning is basically se7ng what do you want the organizaon to achieved in the 
future. It’s what they call “Looking at the picture in the feature” a/er you have accomplished all
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· them to do their best abilies. It’s necessary to treat subordinates with respect and 
don’t overburden them with work.
Coordinang – It is a must that each subordinate is having synergy amongst them 
and aren’t working for cross purposes or duplicaon. Every team member should 
work with harmony to achieved their set goal.
Controlling – is a task in Managers workload. He needs to evaluate each subordinate 
and must have to make sure that the standard of work for each subordinate must be 
up to company standard and following the company policy as well. 
V. Match the expression given in column 1 with these given in column2 
Column 1  Column 2
a.) Management as discipline i.) team of managers - c
b.) Management as a process   ii.) Code of conduct for professionals – a
c.) Management as a group iii.) develop and grown through pracce and 
Research - d
d.) Management as profession iv.) series of inter-related acvies- b
Q2. “Planning is looking forward; whereas controlling is looking back” Explain the statement
Planning is basically se7ng what do you want the organizaon to achieved in the 
future. It’s what they call “Looking at the picture in the feature” a/er you have accomplished all
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· them to do their best abilies. It’s necessary to treat subordinates with respect and 
don’t overburden them with work.
Coordinang – It is a must that each subordinate is having synergy amongst them 
and aren’t working for cross purposes or duplicaon. Every team member should 
work with harmony to achieved their set goal.
Controlling – is a task in Managers workload. He needs to evaluate each subordinate 
and must have to make sure that the standard of work for each subordinate must be 
up to company standard and following the company policy as well. 
V. Match the expression given in column 1 with these given in column2 
Column 1  Column 2
a.) Management as discipline i.) team of managers - c
b.) Management as a process   ii.) Code of conduct for professionals – a
c.) Management as a group iii.) develop and grown through pracce and 
Research - d
d.) Management as profession iv.) series of inter-related acvies- b
Q2. “Planning is looking forward; whereas controlling is looking back” Explain the statement
Planning is basically se7ng what do you want the organizaon to achieved in the 
future. It’s what they call “Looking at the picture in the feature” a/er you have accomplished all
I. Define the term “Management”
Management refers to process of using of men, machine, material, and processes through proper direction, coordination, and integration of several activities to produce desired result and pre-determined goals. In other words, it consists with group of individuals doing classified activities, performing variety of functions to reached desired result. 
II. List different levels of Management
a. Top - level Management, these are the ones who determines the objective of the business, they are also the decision makers, and policy making bodies. This Includes board of directors and chief executives. They may have different designation like Chief Executive Officer, President, Chairman, Managing Director, or 
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b. Gen Manager and the like. This management exercise overall control in the whole organization. 
c. Middle-level Management, these includes various heads of each department. Example of these are production, sales, finance and accounts. Each department has their own objective towards the common goal of the organization. Also, each department are particularly concerned with their activities and strategies to achieved their desired result. 
d. Low-level Management, this consist of the supervisor who look after the operative workers and ensure that the work is carried out properly and on time. Their primary responsibility is the actual production of god and services. 

III. Defined the term “equity” as principle of Management
Equity – this means to motivate worker to perform their duties by maintaining a proper mix of fairness, justice and kindness. Since management is a social process, it consists of different people working together to achieved their common goal. Each member in an organization has different salaries and packages. Mostly, great benefits come with great responsibility and accountability. However, it is necessary to give what is due to each worker. For example, a production supervisor is doing his roles and responsibility, in exchange of his work, time and energy, organization must give him salary. In cases that the work, requires more time expected from the worker he should be entitled for more pay as well like overtime pays. Other benefits like bonuses, health insurances, retirement benefits, etc. that maintain or up lift his wellbeing also keep the worker motivate to perform his duties and responsibility. 
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IV. State various function of Management
Function of Management is divided into 5 categories namely Planning, Organizing, Commanding, Coordinating and Controlling. 
Planning – This is a function where the organization requires to setting up the goals, what they want the organization to achieve. Goals should be Specific, measurable, Attainable (work delegation among members), resource oriented (Resources needed) and time bound (time frame).  
Organizing – After determining the objectives, the manager now organized her team and delegate the work. It is important to do right at the specified times. He should oversee the work of each team member and check if every goes out as planned 
Commanding – when the manager has spoken out what he expected in each member and delegates the work. It is important now to instruct them and inspires them to do their best abilities. It’s necessary to treat subordinates with respect and don’t overburden them with work.
Coordinating – It is a must that each subordinate is having synergy amongst them and aren’t working for cross purposes or duplication. Every team member should work with harmony to achieved their set goal.
Controlling – is a task in Managers workload. He needs to evaluate each subordinate and must have to make sure that the standard of work for each subordinate must be up to company standard and following the company policy as well. 
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V. Match the expression given in column 1 with these given in column2 
[bookmark: _GoBack]Column 1 				Column 2
a.) Management as discipline	i.) team of managers - c
b.) Management as a process	ii.) Code of conduct for professionals – a
c.) Management as a group	iii.) develop and grown through practice and                                                 research - d
d.) Management as profession	iv.) series of inter-related activities- b
i. The following table contains the function, position and different levels of management. 
Pick one from each column and make a meaningful combination.
	Levels of Management
	   Position
	Functions

	(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 those objectives 

	(C) Lower
	c) Supervisors and Foreman
	 ii) Carrying out the operations and their supervision 
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Q2. “Planning is looking forward; whereas controlling is looking back” Explain the statement
		Planning is looking forward because, in this process an organization is setting what they want to achieve in the future. It’s requires to have the mental ability to picture things out on what to be done and how it is to done to achieved desired result. Contrary to planning, Controlling is looking back because it serves as an evaluation, investigation and analysis after one task has been made. It enables the managers to see if the work made is up to the standard of the organization and thus policy are being followed. 

Case Study           (8)     
The directors of Vision Tech have reorganized their business. William Davis is now Chairman, Vijhay Singh finance manager, and Irene Rogers is the floor in charge (supervisor).  
 Keeping in view the above situation answer the following questions: 
 
1. What is meant by the hierarchy of management? 
   Hierarchy of Management means that there are certain level of management with varying degree of authority and responsibilities. Levels of Management are subdivided in to 3 categories: Top, Middle and lower level Management
 Top level management - the chief executive have the designation of Chairman (William Davis). This level determines the objective of the business, lay down policies to achieve objectives. It has the overall control of the organization. 
Middle-level management – include the heads of various departments – Finance Manager Vijhay Singh, They are particularly concerned about the departmental objectives and the activities of their respective department.
Lower level management are the ones who look after the operative workers and ensure that the work is carried out properly- Irene Rogers Position 
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2. How does William Davis know about any problem on the factory floor 
William Davis is in the top level management, It has the overall control of the organization. He should Coordinate with Irene Rogers. It is necessary to any organization that each department should work with harmony to achieve their goals. 
3. Who determines the objectives for the business?
             Being the chairman of Vision Tech it should be William Davis 
4. Who will ensure that the work is carried out properly and on time?
             Irene Rogers, She has to make sure that that the work is carried out properly and on time.
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