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 I. Define the term “Management”. 
Management is the process by one individual of getting a group of individuals to work together within a certain frame of time, with limited resources, to accomplish a set goal or objective.
II. List different levels of management :
Top-Level Management
Middle-Level Management
Lower-Level Management

 III. Define the term “equity” as a principle of management. 
To motivate the workers to perform their duties by maintaining a proper mix of
Fairness, justice and kindness.

 IV. State the various functions of management. 
These management techniques are not only limited to business organizations, but also to any team of people working together to attain a certain objective, like the maintenance of schools and buildings, or even political parties.
A manager needs to be physically and mentally fit to do the task at hand, and to manage his Team with efficiency. He must have the general education and also have a specialization in his area of management. He should have a work experience of a few years in that field that would later help in the management. He must also, be a fair and just person, who would not use his position to push him subordinates around.

Planning requires the ability to see into the future and picture the goals that the organization would like to achieve. Then it is up to the manager to set a specific time frame within which the team would work to accomplish the task, a budget, and determine the amount of resources required and the way to go about achieving these goals.
Organizing is important to stay on track and to avoid mistakes. After determining the
An objective, the manager then organizes her team, and distributes the work amongst her men. Then she could control and oversee the work of every member of the team and check if everything is going as per the planning.
Commanding is when the manager communicates his expectations with every subordinate and their involvement in the work. A manager must delegate the work amongst his subordinates and then instruct and inspire them to work to their best of their abilities. It is important for the manager to treat her subordinates with respect and not overburden them with work.
Coordinating is essential for any organization. It is the job of a manager to see that two subordinates aren’t working for cross purposes, or that there isn’t a duplication of assigned tasks.Every department should complement each other, and work with harmony to achieve their goals.
Controlling is an important task in the manager’s workload. She must make sure that the standard of work is up to the standard of the company and that every member of her team is following the policy of work of the company.(SOP)


 
V. Match the expression given in column 1 with These given in 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 
d) Management as a profession  ► ii) code of conduct for professionals 


 
i. The following table contains the function, position and different levels of management. 
Pick one from each column and make a meaningful combination.

SOLUTIONS:


	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





Q.2. “Planning is looking forward; whereas controlling is looking back”. Explain the statement. 
The most important thing in anything in our life is (Planning), without planning we will reach minimum or zero results , good out data related to the good in resources so if we need to do any plan should understand why? When? To do plan, as we know planning require seeing the future and having full vision for all objectives that company or organization need to be achieved.
To start doing any plan we should we specify frame time for the objective and select skill people tem they can accomplish the plan, also very important to know the budget before doing the plan so you can manage any expenses related the budget.
Planning is Looking Ahead is true because it contributes heavily to success and gives us some control over the future. By, planning we set aside our tasks and deadlines so we can enlarge our mental focus and seeing the bigger picture. By, planning we can set our Personal or organizational goals and for this defiantly we have to look ahead.
But, Planning is not ending with such strategies or guidelines. It has relation with Implementation and controls. Because plans are not always proceed as conceived. The control process measures progress towards goal attainment and indicate corrective action if too much deviation is detected.
Controlling investigates whether planning was successful. 
Controlling referred to as terminal management function, takes place after the other functions have been completed. And for this process we have to look back and have to analyze the performance of our planning, organizing and leading. And therefore we have to look back also Planning is a psychological process of 'thinking and deciding in advance' about 'what is to be done' and 'how it is to be done'. It is a mental activity that includes deciding the goals and also the actions through which they are to be accomplished.


Case Study
1. What is meant by the hierarchy of management? 
It indicates the ranks and positions of managers in the hierarchy. It shows that the middle-level management is subordinate to the top-level and that the lower-level is subordinate to the middle-level management.
2. How does William Davis know about any problem on the factory floor?
Supervisor responsibility to send daily report to William from attendance employees till the performance , and should raised any critical problem or urgent issues to his manager, share a valid concern or problem (otherwise known as an 'opportunity') with the boss without being labeled as 'negative' or worse yet (here's the corporate kiss of death), 'not a team player'?
 3. Who determines the objectives for the business? 
Top-Level Management

4. Who will ensure that the work is carried out properly and on time?
The lower-level management consists of foremen and supervisors who look after the operative workers.
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