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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 defined as the process of employing different resources or inputs such as: labour force, capital, materials, machinery and processes with coordination and integration to produce a product or a service (output) in order to achieve a set of predetermined goals. It also involves a series of practices as: planning, hiring the right people, monitoring the progress of work and controlling it when necessary. Although inputs of management might be similar in competing businesses, the output might differ based on the way of management applied and how this management is effective is setting, achieving and evaluating its goals and objectives.  
ii. Management can be divided into three levels as shown in the below table:

	Top-Level Management
	Middle-Level Management
	Lower-Level Management

	· Higher level (Board of Directors) with titles including: President, Vice President, CEO…etc.
	· Medium Level with titles including: General Manager, Managing Director, Department heads…etc.
	· First Line Managers with titles including: Supervisor, Coordinator, Assistant Manager…etc.

	· Scope of work include: manage the overall operations, set the goals and policies and they also possess control over the whole business.
	· Implement policies and strategies developed by the Top Management in addition their supervisory role in coordinating and overseeing the work of the Lower group
	· Supervise and look after the activities of staff and oversee the day-to-day operations, in addition to being in charge of the hiring process

	· Decision makers
	· Subordinate to Top Level Managers
	· Subordinate to Middle Level Managers



iii. Equity is one of the fourteen pillars of management and it involves applying the notions of justice, fairness and kindness to encourage employees to perform their duties in a fair environment without any feelings of bias or injustice. The working environment that is described as fair and kind to its employees is expected to be more successful and productive. Many companies nowadays describe themselves as ‘an equal opportunity employer’ to attract more skilled workers by being committed to equal treatment of all employees disregarding any social, ethnic, origin or gender factors. Equity contributes in making the working environment favorable.
iv. Management plays five major roles and functions- as mentioned by Henri Fayol- which are as follow:
· Planning: it is about identifying objectives and ways to achieve them within a time frame and determining the resources or inputs required. 
· Organizing: involves organizing people(workers) and other resources including workloads to verify that everything is going in accordance with the set plan.
· Commanding: involves the relationship between the manager and his/her subordinates and the channels of communications available in the workplace.
· Coordinating: means that each business unit is complementing the other and ensure the harmony within the workplace in order to achieve the set goals without any distractions or duplication of work.
· Controlling: involves monitoring the progress of work towards achieving the predetermined goals and check that the standards applied comply with that of the company.
v.   
a) With (iii) Management as a discipline developed through practice and research.
b) With (iv) Management as a process is a series of inter-related activities.
c) With (i) Management as a group refers to a team of managers.
d) With (ii) Management as a profession is a code of conduct for professionals.
 
i.  
	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

	(C) Lower
	c) Supervisors and Forema006E
	ii) Carrying out the operations and their supervision 





Q.2:
Although planning and controlling are two of the functions of management as defined by Henry Fayol, they act like looking in different directions. As planning requires imagination plus evaluation since it is the ability to visualize your goals in the future and to consider ways of achieving those goals like setting a time frame for the process, estimate the budget required and the number of team members required for the assigned workload, while determining the input or resources required in the process (e.g. capital, materials, machinery, workers…etc). The planning stage may take a lot of time to assess the workload and get prepared for every detail of it.

On the other hand, controlling takes place during achieving the goals and it reflects the success of the manager in managing his workload effectively as it implies monitoring the progress of the work and verify that all processes are taking place in compliance with the standards and policies of the business. Moreover, it involves dealing with any problems and finding solution to any issue that might arise. The controlling technique requires a manger who is ready to take the initiative, highly responsive, problem solver, fair and someone who maintains good relationship with his/her subordinates.  

Case Study
1. Hierarchy of Management refers to the levels of management including the ranks and positions of managers according to responsibilities and the degree of authorities. Vision Tech Company has applied the three levels of management, as William Davis as Chairman represents the Top- Level management determining the objectives of the business and setting the policies of Vision Tech. While, Vijhay Singh as Finance Manager represents the Middle-Level Management by implementing the policies and objectives set by William Davis and supervises the activities and workload of Irene Rogers, who is the floor supervisor and she represents the Lower-Level Management who is responsible for overseeing the daily operations and supervising the workload.

2. William Davis as Chairman, should know of any problems that take place on the floor from Vijhay Singh who is reporting to Davis and who receives operational reports from his subordinate Irene Rogers, who works closely with workers and monitors the workload on the floor. So, by presenting such reports to William Davis he can provide guidelines for the actions required to be taken and decisions to solve such problem.

3. The top-level management represented by William Davis the Chairman of Vision Tech determines the objectives and goals of the company’s business and sets the policies required to achieve these objectives. 

4. [bookmark: _GoBack]The lower-level management represented by Irene Rogers the floor supervisor ensures that the workload is carried out properly in compliance with the company’s standards and policies and within the set timeframe. 
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