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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:

I. Define the term “Management”.
Management is the process by one individual (manager), of getting a group of individuals to work together per standards, following policies and procedure within a certain time frame, with limited resources, to accomplish a set of goals or objectives.  Louis Allen states that, “Management is what a manager does”.  Leading by example.
Management is universal, a continuous process, goal directed, an integrating process, multi-disciplinary, intangible, a social process and situational.

II. List different levels of management.
1. Top-Level Management
2. Middle-Level Management
3. Lower-Level Management

III. Define the term “equity” as a principle of management.
Equity means combination of fairness, kindness and justice.  It implies that managers should be fair and impartial while dealing with the subordinates.  Henri Fayol was able to synthesize 14 principles of management after years of study, namely:
1. Division of work
2. Authority and Responsibility
3. Discipline
4. Unity of Command
5. Unity of Direction
6. Subordination of Individual Interest
7. Remuneration
8. Degree of Centralisation
9. Scalar Chain
10. Order
11. Equity
12. Stability of Tenure of Personnel
13. Initiative
14. Esprit de Corps

Per Fayol, employees must be treated kindly and equally.  It means the applicability of same rules and regulations for all employees in the organisation irrespective of their religion, sex, colour, language, nationality, position, grade, etc.  There should not be any discrimination on any ground with any employee of the organisation.
This equal treatment will motivate the employees to give their whole hearted and maximum contribution towards the achievement of the organisational objectives.  The employees will feel job satisfaction and give full capacity to their jobs with the unbiased dealing from their manager/employer.

IV. State the various functions of management.
1. Planning – is setting goals and objectives against certain standards that the organisation would like to achieve.  The manager will set a specific time frame which the team will target to achieve within budget and with limited amount of resources most of the time
2. Organising- is staying on track of the process.  After determining the objectives, the manager organises her team and distributes the work to her staff per their capabilities. She then oversees and could control the work of every member of the team and check if everything is running per plan.
3. Commanding- is when the manager communicates her expectations with every subordinate and how they participate in their work. Delegation of work from the manager is important and equally she should instruct, respect and inspire them to work to the best of their abilities. However, in delegating, the manager gives another person the authority and responsibility for carrying out part of her job whilst retaining overall accountability. Tuckman’s model explains that as the team develops maturity and ability, relationships establish and the leader changes leadership style.
4. Coordinating- is essential for any organisation. According to Belbin’s team role, team works best when there is a balance of primary roles, and when team members know their roles, work to their strengths and actively manage weaknesses. Every department should work in synergy to achieve a common goal. 
5. Controlling- is an important task in the manager’s workload.  It is like being the conductor of the orchestra. She must make sure that policies are followed and the work of every member of the team is up to standard.
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V. Match the expression given in column 1 with These given in column 2
Column 1 Column 2 
a) Management as a discipline-    iii) developed and grown through practice and research
b) Management as a process-      iv) series of inter-related activities  
c) Management as a group-          i) team of managers
d) Management as a profession-   ii) code of conduct for professionals

i. The following table contains the function, position and different levels of
management.
Pick one from each column and make a meaningful combination.

	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 towards achievement of those objectives


	(C) Lower
	c) Supervisors and Foreman

	ii) Carrying out the
operations and their
supervision



Q.2. “Planning is looking forward; whereas controlling is looking back”. Explain the statement. 
	
Planning is psychological process of thinking and deciding in advance about what is to be done and how it is to be done. It is the “blueprint” of any given activity or program/projects.  It means setting objectives that are SMART (Specific Measurable Attainable Realistic and Time bound).  Thus, it is said that planning is looking forward because it is predicting the future.
Controlling on the other hand, involves a reflection of the past; what went wrong? what needs to be done to do it better?, how much likely this project or system will we be using again in our next project?. In this sense controlling is said to be a backward looking function.
However, both these statements are partially true. Even though planning is a futuristic concept, it is based on past actions and experiences.  Planning into the future cannot take place without seeing back to the past.  Similarly, although controlling involves reflection and assessment of the past, it also aims in improving the future by taking the corrective actions based on evidence.
[bookmark: _GoBack]For example, the sales of a new product didn’t go well even after all the research and customer target that was done based on hours of effort to make this product work.  Upon reflection, there wasn’t enough time allocated in looking at the competitor’s product and what made them sell better. Planning and controlling should work in synergy to make the next project better.

Case Study (8)
The directors of Vision Tech have reorganized their business. William Davis is now Chairman,
Vijhay Singh finance manager, and Irene Rogers is the floor in charge (supervisor).
Keeping in view the above situation answer the following questions:
1. What is meant by the hierarchy of management?
Hierarchy of management is having a clear line in authority (from top to bottom and all the managers at all levels).  It is the chain of command in the levels of authority or power of the organisation that should be followed.  Members of the hierarchical organisational structure chiefly communicate with their immediate/direct supervisors and with their immediate subordinates. Henri Fayol calls this the Scalar chain, the line of authority from top management to the lowest ranks. Communication should follow this chain to avoid over or lack of communication within the organisation.
2. How does William Davis know about any problem on the factory floor?
As the chairman being the top management, William Davis knows about the problem on the floor through his immediate subordinate, Vijhay Singh (middle management) who then knew it from Irene Rogers (lower management) who manages the floor. Classic example of hierarchy of management.
3. Who determines the objectives for the business?
William Davies since he is the top management defining the objectives and formulating the policies.
4. Who will ensure that the work is carried out properly and on time?
Irene Rogers who is the supervisor carrying out the operations and their supervision.
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