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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. 
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1. Goal Setting
The process of goal setting is a team effort whereby employees and employers agree on goals for the organization.  The most widely used frame work for goal setting is S. M. A. R. T:-
S – Specific
M – Measurable
A – Attainable
R – Relevant
T – Timely
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2. Goal Setting
The process of goal setting is a team effort whereby employees and employers agree on goals for the organization.  The most widely used frame work for goal setting is S. M. A. R. T:-
S – Specific
M – Measurable
A – Attainable
R – Relevant
T – Timely

Coaching
Coaching is a collaborative process whereby managers and employees set short and long term performance goals leading to improvements in employee’s ability to perform better.
Delegation
Delegation is used to improve the quality of work by allowing employees who have knowledge of products and services to make decisions and complete task.

Mentoring
The approaches to helping employees identify and achieve their potential in an effort to assist organizations achieving their objectives.
Performance appraisal
Performance appraisal is a tool used by managers that aims to ensure employees’ performance contributes to organization objectives
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Punishment
Punishment is used in the process of management to prevent future occurrences of a particular behaviour.

3.  Objectives of Performance management

A	Promoting personal growth and advancement in the career of employees by helping in acquiring their desired knowledge and skill;.
B	Creating a basis for administrative decisions, strategic planning, succession planning, promotions and performance based payments;
C	Ensures constant supervision and coaching;
D	To facilitate the workforce of an organization to achieve higher standards of performance on the job;
E	Align the objectives of the individual with those of the organization; and
F	Provide adequate resources and the basis for personal development.

4. Whereas performance appraisal is the tool used to measure personal effectiveness that enhances employees’ awareness of their critical strengths and areas that need further development, motivation relates to the ability to empower employees to do the things they enjoy doing, using various forms of recognition of workers contribution; provide financial and non-financial rewards.
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5. A fundamental part of a manager’s role is to find ways to solve problems at the workplace. It is important to have a good process to use when approaching problems, without one, solutions to the problem may be ineffective.  There are four basic steps employed in solving a problem:-
1. Define the problem
2. Generate alternatives
3. Evaluating and selecting alternatives
4. Implementing solutions.

Conflict in the workplace might be inevitable, as employees have different personalities, goals and opinions.  Learning how to handle conflict efficiently is the key to preventing it from hindering employees’ professional growth.  The five steps in conflict resolution are:-
1. Identify the source of the conflict
2. Look beyond the incident
3. Request solutions from the parties involve
4. Identify solutions both parties can support
5. Agreements.
Sources: amanet.org and  www.mindtools.com

5.
a. Cleaner – financial
b. A sales person – financial
c. A nurse  - non-financial
d. A shop assistant – financial
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6. 
FINANCIAL			-		NON-FINANCIAL
Good wage			-		Good working environment
Bonus payment			-		Responsible to make decisions
Promotion opportunity		-		Being praised for good work
Commissions			-		varied and Interesting work
Extra payments for over time 	- 		Fringe benefits
Feeling challenged by work
Coaching
Coaching is a collaborative process whereby managers and employees set short and long term performance goals leading to improvements in employee’s ability to perform better.
Delegation
Delegation is used to improve the quality of work by allowing employees who have knowledge of products and services to make decisions and complete task.

 

Mentoring
The approaches to helping employees identify and achieve their potential in an effort to assist organizations achieving their objectives.
Performance appraisal
Performance appraisal is a tool used by managers that aims to ensure employees’ performance contributes to organization objectives
Punishment
Punishment is used in the process of management to prevent future occurrences of a particular behaviour.

6.  Objectives of Performance management

A	Promoting personal growth and advancement in the career of employees by helping in acquiring their desired knowledge and skill;.
B	Creating a basis for administrative decisions, strategic planning, succession planning, promotions and performance based payments;
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C	Ensures constant supervision and coaching;
D	To facilitate the workforce of an organization to achieve higher standards of performance on the job;
E	Align the objectives of the individual with those of the organization; and
F	Provide adequate resources and the basis for personal development.

7. Whereas performance appraisal is the tool used to measure personal effectiveness that enhances employees’ awareness of their critical strengths and areas that need further development, motivation relates to the ability to empower employees to do the things they enjoy doing, using various forms of recognition of workers contribution; provide financial and non-financial rewards.

8. A fundamental part of a manager’s role is to find ways to solve problems at the workplace. It is important to have a good process to use when approaching problems, without one, solutions to the problem may be ineffective.  There are four basic steps employed in solving a problem:-
5. Define the problem
6. Generate alternatives
7. Evaluating and selecting alternatives
8. Implementing solutions.
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Conflict in the workplace might be inevitable, as employees have different personalities, goals and opinions.  Learning how to handle conflict efficiently is the key to preventing it from hindering employees’ professional growth.  The five steps in conflict resolution are:-
7. Identify the source of the conflict
8. Look beyond the incident
9. Request solutions from the parties involve
10. Identify solutions both parties can support
11. Agreements.
Sources: amanet.org and  www.mindtools.com

5.
e. Cleaner – financial
f. A sales person – financial
g. A nurse  - non-financial
h. A shop assistant – financial
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6
FINANCIAL			-		NON-FINANCIAL
Good wage			-		Good working environment
Bonus payment			-		Responsible to make decisions
Promotion opportunity		-		Being praised for good work
Commissions			-		varied and Interesting work
Extra payments for over time 	- 		Fringe benefits
                                                                           Feeling challenged by work
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