[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Nicola Burgess

	Student Number:
	2925

	Course:
	Diploma in Business Administration

	Assignment NO:
	2



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. 
	Nicola Burgess
Student No. 2925
Diploma in Business Administration
Assignment No. 2
Page 1 of 2

Q: 1:

i.	Management refers to people in an organization who are in charge of making decisions.  They have the power and responsibility to organize and co-ordinate the activities of the business.  Management of a company can range in size from one person, to hundreds of people, depending on the size of the organization. 

ii.	There are typically 3 levels of management in a business.  These are: Low level managers, who are foremen, supervisors or section leaders.  They provide basic supervision, and motivation to the staff.
	Middle level managers are general, branch or department managers, they report to the top management.
	Top management are directors, president, vice president or CEO of a company.  They are responsible for controlling the entire organization and are accountable to the shareholders as well as the general public.

iii.	“Equity” as a principle of management refers to fairness and impartiality to all concerned employees. It is a key component to motivation of staff. If someone notices an unfair environment, whether it is pay, working hours, favoritism, they will become demotivated, and this will then cause greater problems in the workplace. 	

iv. 	The functions of management are:  planning, organizing, commanding, coordinating and controlling.
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v.	a) – iii,		b) – iv, 	c) – i, 		d) – ii.


i.	(A) – b) – iii, 		(B) – a) – i, 		(C) – c) – ii.
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Q: 2:

Planning is looking forward, ahead into the future.  By planning, you organize and set goals for the future progress of the company.  It is a decision making process regarding the future course of action to take.  Controlling is looking back and investigating to see whether the planning was successful, as well as the organizing and effectiveness.  The performance of the planning, leading and organizing is analyzed.  




Case Study

1. Hierarchy of management is the top 3 levels of management collectively.  So in the case study William Davis is a top level, followed by Vijhay Singh – Mid level, and then Irene Rogers – Low level.  This means that Irene and Vijhay report to William.

2. William Davis would find out about any problems on the factory floor from Irene Rogers.  She is the supervisor and it is her responsibility to make sure all work is carried out properly, and also that if there are any problems, she lets higher management know.  Although William is chairman he has control over the whole organization and so it is in his interest to know if there were any problems anywhere.

3. It is the top level of management who determines the objectives for the business.  So in the case study, it would be William Davis.	

4. Lower level management (supervisors) ensure that the work is carried out properly and on time, so Irene Rogers would be the person in this case. 
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