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I. Define the term management

“Management” (from Old French - ménagement “the art of conducting, directing” from Latin manu agere “to lead by the hand”) characterises the process of leading and directing all or part of an organisation, often a business, through the deployment and manipulation of sometimes limited or calculated resources, be that financial, natural, technological and human; sometimes despite difficulty or hardship. 



Management is the administration of an organisation, whether it is a business, a non-profit making organisation, or a government body. Management includes the activities of setting the strategy of an organisation and coordinating the efforts of its employees or volunteers to accomplish its defined objectives and goals by working with and through people. 



Managers tend to have a team of people working under them, as a team they are brought together due to their skill mix and specialities to work together for a long or short amount of time to achieve pre-designed objectives. Skilled managers can accomplish much more through others than they can through their own single efforts, this is due to the fact that they have the skills to plan, organise, command, coordinate, influence and control well.



II. List different levels of management

There are essentially 3 different levels of management, they are based on a hierarchical structure – every-one but the topmost is subordinate to a specified one above it - they include:

1. Top-level management - They are responsible for the long term goals, objectives of the business and for writing and producing the policies which outline and offer guidance for actions and decisions, they are responsible for managing and overall control over the entire organisation. There are fewer jobs at this level than is available at the lower two and is made up of senior-level executives of an organisation, or those positions that hold the most responsibility, usually just one person would hold the top job as Chief Executive Officer (CEO), Chief Financial Officer (CFO), Chief Operating Officer (COO) or Vice President (VP). In the NHS for example the CEO of a Trust would be classed as ‘upper management’.

2. Middle-level management - They report to top management and serve as head of major departments and their specialised units. They also Interpret plans and set actions. Jobs at this level would include regional/plant managers. Project Managers within a PMO office would be classed as ‘middle management’.

3. Lower-level management - implements plans, they focus on controlling and directing. They serve as role models for the employees, offer motivation, career planning, performance feedback and staff supervision. They have the responsibility to assign employees tasks, guiding and supervising employees on day-to-day activities, ensure the quality and quantity of production, make recommendations and suggestions and escalate employee problems. Jobs at this level would include team leader, assistant manager, foreman and shift manager. A foreman on the ‘shop floor’ of a factory would be classed as ‘lower management’.



III. Define the term “equity” as a principle of management

Henri Fayol, a French mining engineer, mining executive developed a general theory of business administration that is often called Fayosim. Through the years, Fayol began to develop what he considered to be the 14 most important principles of management. Essentially, these explained how managers should organise and interact with staff. Fayol’s 14 principles was one of the earliest theories of management to be created, and remains one of the most comprehensive. His practical list of principles helped early 20th century managers learn how to organise and interact with their employees in a productive way. He’s considered to be among the most influential contributors to the modern concept of management. 



Equity is one of the fourteen principles of management developed by Fayol and summarises and explains how managers should be fair and impartial to staff at all times, both maintaining discipline as necessary and acting with kindness where appropriate. It comes from the latin word ‘aequus-equal’.  The other thirteen principles are:

· Division of work

· Discipline

· Authority and responsibility

· Subordination of individual Interest to General Interest

· Remuneration

· Centralisation

· Order

· Initiative

· Espirt De Corps

· Stability of Tenure

· Unity of Direction

· Scalar Chain

· Unity of Command

Although the 14 principles aren’t so widely used today, they can still offer guidance for today’s managers. Many of the principles are now considered to be common sense, but at the time they were revolutionary concepts for organisational management.



IV. State the various functions of management

Henri Fayol divided the functions of management into the following five categories:

1. Planning: This is the basic function of management. It deals with the initial out-lining of the course of action to be taken for the required outcome and deciding in advance what the most appropriate course of action will be to achieve this.  The time used in this planning period should be an exercise in problem solving and decision making. It is a systematic thinking about ways and means for accomplishing the required goals. Planning is necessary to ensure the correct utilisation of human and non-human resources ie finance, technological equipment. It can also be used as activity to ensure there is no duplication, no confusion, no uncertainties or risks to accomplish the task.

2. Organising: This is the process of bringing together the physical, financial and human resources and developing productive relationship amongst them for achievement of organisational goals. According to Fayol “To organise a business is to provide it with everything useful or its functioning ie raw material, tools, capital and personnel’s”. To organise a business involves determining and providing human and non-human resources to the organisational structure.

3. Commanding: It’s main purpose it to ensure the right man is put on the right job. According to Kootz & O’’Donnell, “managerial function of staffing involves manning the organisation structure through proper and effective selection, appraisal and development of personnel to fill the roles designed in the structure. Staffing involves: Manpower planning, training and development, remuneration, performance appraisal, promotions and transfer

4. Coordinating: Directing is the part of managerial function which actuates the organisation methods to work efficiently and effectively for achievement of organisation purposes. It is to see that staff are not working for cross purposes and there are no duplication. All departments are working from the same ‘song sheet’ and are working for the same agreed goals and objectives. 

5. Controlling: The manager ensures the standards of the work is up to the standard expected - even if any deviations have taken place for whatever reason, the standards set out should always be achieved. However, an efficient system of control helps to predict deviations before they actually occur to lessen any risk of the goals failing. According to Koontz and O’Donnell “Controlling is the measurement and correction of performance activities  of subordinates in order to make sure that the enterprise objectives and plans desired to obtain them as being accomplished”. Controlling has 4 steps to enable this to happen:

            1. Establishment of standard performance

            2. Measurement of actual performance

            3. Comparison of actual performance with the standards and finding out deviation if any

            4. Corrective action















V. Match the expression given in column 1 with these given in column 2:



		Management as a discipline

		Developed and grown through practice and research



		Management as a process

		Series of inter-related activities



		Management as a group

		Team of managers



		Management as a profession

		Code of conduct for professionals









I. Pick one from each column and make a meaningful combination



		Levels of Management

		Position

		Functions



		Top

		Board of Directors and chief executives

		Defining the objectives and formulating the policies



		Middle

		Departmental Heads and Managers

		Identifying the departmental objectives and guiding lower level towards achievement of those objectives



		Lower

		Supervisors and Foreman

		Carrying out the operations 















Q.2 Planning is looking forward; whereas controlling is looking back”. Explain the statement



Henri Fayol divided the functions of management into the following 5 categories: planning, organising, commanding, coordinating and controlling. 



It is the job of the manager to ensure the goals are achieved with the available resources, whether that be human beings or technology to produce the expected goal and outcome. To think in advance what is to be done and how it is to be done will help make decisions regarding a future course of action. Planning is having the ability of looking ahead and trying to predict the future, it is a process in which goals are set, strategies are developed and schedules are made to accomplish the goals. It is the Manager’s job to set a time frame to ensure the task is accomplished and to plan a way forward to go about achieving these goals.



Controlling of the task in hand is a large part of the managers work load. They need to ensure that the standard of the work produced is the standard expected by the company and that the team is working within the guidelines, objectives and policies laid out by the top management at Board level. Sometimes this can only be done by looking at past failures and lessons learnt from past management roles/projects. Controlling investigates whether planning was successful and takes place after the task has been completed. Therefore, control is looking back for investigation, analysis and understanding and for checking our effectiveness and efficiency of past tasks.











Case Study

1. What is meant by the hierarchy of management?

Managers are leaders who play an integral role in the organisation for which they work. The three levels of management typically found in an organisation are low-level management, middle-level management and top-level management. By having these levels of management ensure the system has a ‘hierarchical’ status so that every one but the topmost is subordinate to a specified one above it. 



Vision Tech has given William Davis the Chairman Job - he will be working at top-level management and will be responsible for controlling and overseeing the entire organisation. He will not be subordinate to anyone. 



Vijhay Singh has been offered the middle-level managers job as Finance manager, he will be responsible for executing organisational plans which comply with the company’s policies and will be accountable for controlling and overseeing a department. This level of manager acts as an intermediary between top-level management and low-level management.

As a supervisor, Irene Rogers will be working as the low-level management, her job will be focussing on controlling and directing and will not only ensure the work is carried out properly and on time, will act as role model for the employees she supervises. She will be directly subordinate to Vijhay.









2. How does William Davis know about any problem on the factory floor?

Due to the way the hierarchical system works, William Davis as the top-level manager will be relying upon his subordinate, Vijhay Singh to report to him any problems taking place on the factory floor. Vijhay would have been updated and reported to regarding any problems from his subordinate Irene Rogers - as the low-level management her role is to supervise and look after the operative workers and is therefore actually working and managing the factory floor.



3. Who determines the objectives for the business?

As William Davis is part of the top-level management, he will determine the objectives of the business as a whole and will lay down the policies to achieve these objectives. He will develop goals, strategic plans, company policies and make decisions on the direction of the business. These objectives of the business as a whole are translated into departmental objectives for the middle-level management. Vijhay ‘s role will be to work out their own strategies as to how to achieve these objectives.



4. Who will ensure that the work is carried out properly and on time?

[bookmark: _GoBack]Once these objectives’ strategies have been worked out and a plan has been put in place on how they will be achieved, it will be the responsibility of the lower-level manager (Irene Rogers) to ensure the work is carried out properly and on time, will make recommendations and suggestions, assign employees tasks and will be guiding and supervising employees on their day-to-day activities. Therefore, as a low-level management, Irene Rogers has the ultimate responsibility of the production of the goods and services within the organisation.
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