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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:

1.Be job specific, covering a broad range of jobs in the organization
· Align with your organization’s strategic direction and culture
· Be practical and easy to understand and use
· Provide an accurate picture of each employee’s performance
· Include a collaborative process for setting goals and reviewing performance based on two-way communication between the employee and manager
· Monitor and measure results (what) and behaviors (how)
· Include both positive feedback for a job well done and constructive feedback when improvement is needed
· Provide training and development opportunities for improving performance
· Ensure that employee work plans support the strategic direction of the organization
· Establish clear communication between managers and employees about what they are expected to accomplish
· Provide constructive and continuous feedback on performance
· Identify and recognize employee accomplishments
· Identify areas of poor performance and establish plans for improving performance
· Support staff in achieving their work and career goals by identifying training needs and development opportunities
· Support administrative decision-making about promotions, terminations, compensation and rewards
2. 
    *To train, motivate, and encourage the employees.
   *To create incentives or rewards for the employees.
  * To create a good working environment between the employee and their superiors.
   *To help people perform better in their job.
   *To introduce new and more efficient techniques of working, and to research the   
    fields 
    and areas of the various departments of the business to find the same.
  * Provide legal documentation to demonstrate due diligence for legal challenges 
      related to dismissal  or vicarious liability
  *To establish policies for the company concerning payement of employee, mode  of
   work and rule of  conduct etc…
3.The efficiency and effectiveness of work can be attained when the needs of the employees are met. ‘Work’ to some people has intrinsic value, but to others it is a derived means. If all people believed in intrinsic value of work then less effort would have to be devoted to motivation. Like Macregor (19) indicates: The first group of workers can be classified under theory where the average man likes and enjoys work, not only exercises self control and self direction but also uses his imaginations ingenuity, and creativity in solving organisation problems. The second group of workers can be classified under 'X' theory where man does not like work, but works, because work provides for him means of livelihood and be forced to work well only when basic needs are threatened. It is generally agreed that in order to increase efficiency and effectiveness, employees' needs must be met. In order to succeed, the management needs to identify those needs that can easily motivate its workers before applying them According to Herzberg (1967), some items such as work itself, responsibility, growth, achievement, advancement, recognition are regarded as motivational factors while some others are classified as dissatisfies (hygiene factors). They include interpersonal relations, supervision, company policy, salary and job security

4.
There are two important things to remember about problems and conflicts: they happen all the time and they are opportunities to improve the system and the relationships. so the good manager can follow the following steps for an effective problem-solving process.
1. Identify the issues.
· Be clear about what the problem is.
· Remember that different people might have different views of what the issues are.
· Separate the listing of issues from the identification of interests (that's the next step!).
2. Understand everyone's interests.
· This is a critical step that is usually missing.
· Interests are the needs that you want satisfied by any given solution. We often ignore our true interests as we become attached to one particular solution.
· The best solution is the one that satisfies everyone's interests.
· This is the time for active listening. Put down your differences for awhile and listen to each other with the intention to understand.
· Separate the naming of interests from the listing of solutions.
3. List the possible solutions (options)
· This is the time to do some brainstorming. There may be lots of room for creativity.
· Separate the listing of options from the evaluation of the options.
4. Evaluate the options.
· What are the pluses and minuses? Honestly!
· Separate the evaluation of options from the selection of options.
5. Select an option or options.
· What's the best option, in the balance?
· Is there a way to "bundle" a number of options together for a more satisfactory solution?
6. Document the agreement(s).
· Don't rely on memory.
· Writing it down will help you think through all the details and implications.
7. Agree on contingencies, monitoring, and evaluation.
· Conditions may change. Make contingency agreements about foreseeable future circumstances (If-then!).
· How will you monitor compliance and follow-through?
· Create opportunities to evaluate the agreements and their implementation. ("Let's try it this way for three months and then look at it.")
Here are some tools a good manager for avoiding and resolving disputes in the early stages, before they become full-blown conflicts:
 Attack the Problem, Not the Person.
Your points will be heard more clearly if you can depersonalize your comments and point only at the issue. Rather than accusing people of "always messing things up," it is better to say, "We'll have to take a closer look at why this keeps happening." In most statements that we make in a dispute, we are fighting with our own anger and are tempted to put a zinger into the point we are trying to get across. You will be heard better and improve your chances of resolving the issue the way you want if you can catch yourself and take the zinger out. Obviously, this is easier with e-mail and requires great concentration when in a face-to-face disagreement.
Focus on the Future, Not the Past.
In the past tense, we have the purchase order, the contract, the agreement and the deal as it was understood by all involved. The present and future tenses are where the solution ends. Rather than focusing on what went wrong or who should have done what, the secret to dispute resolution is to treat it like problem solving and focus on what can be done to resolve the problem. Once that is done, companies can look to the past tense to analyze what went wrong and how to improve quality control and efficiency. However, when there is a problem that has an angry customer or a disgruntled employee, the solution is all that anyone is interested in.
 Ask the Right Kind of Questions.
Questions such as "Why is that?" or "What did you think it would be?" make a person who you are talking to defensive. They inherently question the person's judgment or opinion, as well as coming off as curt.
Pick Your Battles.
It is also important when asking questions to remember to Pick Your Battles. Human nature makes us want to be right, even to the point of being defensive or arguing points that do not matter in the big picture.
5. a) suitable incentives for a cleaners are:-
 Train them well, don’t micromanage, and treat them with respect. Provide bonuses and incentives for top performance, and consider offering perks such as letting them use company equipment in their own homes and , insurance benefits.
b)suitable incentives for a sales person are:-
work perks incentives:-
· .Upgraded office space
· .Remote office privileges
.Merchandise incentives:-Merchandise incentives can be luxurious, cost-effective, or both for an organization that can leverage its ties to suppliers to obtain items at a discount that its sales people will still find motivational.
.All inclusive vacations to remote destinations
· .Paying for attendance at educational conferences and seminars
. Bonus and Cash Incentives
c) suitable incentives for a nurse are:
Terms and conditions of employment 
• Salary/wage • Pension • Insurance (e.g. health) • Allowances (e.g. housing, clothing, child care, transportation, parking) • Paid leave 
Performance payments 
• Achievement of performance targets • Length of service • Location or type of work (eg. remote locations) 
Other financial support 
• Fellowships • Loans: approval, discounting
Positive work environment
 • Work autonomy and clarity of roles and responsibilities • Sufficient resources • Recognition of work and achievement • Supportive management and peer structures • Manageable workload and effective workload management • Effective management of occupational health and safety risks including a safe and clean workplace • Effective employee representation and communication • Enforced equal opportunity policy • Maternity/paternity leave • Sustainable employment
 Flexibility in employment arrangements
 • Flexible work hours • Planned career breaks 
Support for career and professional development 
• Effective supervision • Coaching and mentoring structures • Access to/support for training and education • Sabbatical and study leave
 Access to services such as
 • Health • Child care and schools • Recreational facilities • Housing • Transport Intrinsic rewards • Job satisfaction • Personal achievement • Commitment to shared values • Respect of colleagues and community
· D) suitable incentives for A shop assistant are:-
• Salary/wage • Pension • Insurance (e.g. health) • Allowances (e.g. housing, clothing, transportation, parking) • Paid leave 
Access to services such as
 • Health •  Recreational facilities  • Job satisfaction • Personal achievement • Commitment to shared values • Respect of colleagues and community
Positive work environment
 • Work autonomy and clarity of roles and responsibilities • Sufficient resources • Recognition of work and achievement • Supportive management and peer structures • Manageable workload and effective workload management • Effective management of occupational health and safety risks including a safe and clean workplace • Effective employee representation and communication • Enforced equal opportunity policy • Maternity/paternity leave • Sustainable employment
6. Financial incentives are:- 
. Good wage , bonus payment, promotion opportunity, commissions varied and interesting    work ,extra payments for over time, long term contract, fringe benefits.
Non Financial incentives are:- Good working environment, responsibility of make decision, being praised for good job, feeling challenged by the work
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