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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. 
	Q1: 

i. Management is defined as the process by one individual of getting a group of individuals to work together within a certain time frame with limited resources, to accomplish a set of goal or objective. This is a process known for using various resources (inputs) to produce some results (outputs) and the degree of success varies according to the efficiency with which the resources are managed. Management includes the activities of setting the strategy of an organization and coordinating the efforts of its employees or volunteers to accomplish its objectives through the application of available resources, such as financial, natural, technological, and human resources. The term "management" may also refer to the people who manage an organization. 
There are certain characteristics of Management. It is universal, a continuous process. It is a goal directed. It’s an integrating process. A multi-disciplinary. Management is intangible, a social process and is situational. 
According to Henri Fayol, who is considered the Father of Modern Management, was a French management consultant once said "to manage is to forecast and to plan, to organize, to command, to co-ordinate and to control."  He divided the functions of management as per the diagram below:
    



Planning

Controlling
Organizing


Commanding
Coordinating




There are levels of management with varying degree of authority and responsibilities such as:
ii. Top-Level Management – It includes Board of Directors and the Chief Executive. This level determines the objectives of the business and lays down policies to achieve these objectives. It also exercises an overall control over the organization.
Middle-Level Management – The middle-level management’s objective of the business as a whole is translated into departmental objectives. The heads of the department work out their own techniques to achieve these objectives. Example of MLM includes head of various departments such as: production, sales
Lower-Level Management – Lower management in a business generally oversees the performance of employees working on line tasks in managerial positions such as foreman, line boss, shift boss, section chief, head nurse or sergeant. Also called supervisory personnel or first level managers. 
iii. Henry Fayol carved out fourteen principles of management. One of them is equity. Equity - Employees must be treated kindly, and justice must be enacted to ensure a just workplace. Managers should be fair and impartial when dealing with employees, giving equal attention towards all employees.
iv. The various functions of management is divided into five categories:
1.Planning requires the ability to see into the future and picture the goals that the organization would like to achieve.
2.Organizing is important to stay on track and to avoid mistakes. After determining the objectives, the manager then organizes her team and distributes the work amongst her men. Then check if everything is going as per the planning.
3.Commanding is when the manager communicates his expectations with every subordinate and their involvement in the work. A manager must know how to delegate work on his subordinates.
4. Coordinating is essential for any organization. It is the job of the manager to see the two subordinates aren’t working for cross purposes or that there isn’t a duplication of assigned tasks.
5. 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.

v. Column 1                                                          Column 2

a) Management as a discipline                        i) team of managers
b) Management as a process                          ii) code of conduct for professionals
c) Management as a group                        iii) developed and grown through practice & research
d) Management as a profession                 iv) series of inter-related activities

i. A. Top    B. Board of Directors and chief executives iii) defining the objectives and formulating 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        supervisions

Q. 2. “Planning is looking forward; whereas controlling is looking back”
Planning is looking ahead whereas controlling investigates whether planning was successful. By planning we set aside our tasks 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. 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. We can say Control is looking back for 
 Investigation, Analysis, and Understandings and for checking our effectiveness and efficiency.

CASE STUDY:

1. The hierarchy of management are the managers responsible for controlling and overseeing the entire organization. Mr. William Davis is the Chairman of Vision Tech.

2. Mr. Davis knows the problem on the factory floor through the low-level management which in this case, Ms. Irene Rogers is in charge. She is the supervisor.

3. The objectives of the business are handled by the top-level management. It is Mr. Davis; the chairman is in-charge.

4. To make sure that the work is carried out properly and on time is the work of low-level management, this is handled by Irene Rogers (supervisor)
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