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                                  Question 1 (i)
A performance management team is expected to perform several functions which will include the following:
1. Train and motivate employees to perform to a high standard. They should provide the facilities and assistance that are necessary for employees to achieve their objectives.
2. Staff retention is important in an organisation. The performance management team is expected to reward and appreciate their employees for a job well done and give them feedback on their performance.
3. Employees should be given the opportunity to enhance their skills and knowledge to achieve their personal goals and that of the organisation.
4. A good working relationship between the employees and management is important. The team should always promote this relationship.
5. The team should monitor employees, departments and all sections within the organisation to ensure that all are performing to meet the objectives of the organisation.
6. Where an area of weakness is discovered in  employees, action should be taken to  help them overcome those weaknesses. Some of the actions can be taken through workshops, coaching or further training.
7. The team must keep up to date with new business information and changes within the industry. This can be done by regular research.
8. Relevant policies should be in place, employees must be paid for work done according to their qualifications. 

                         Question 1 (ii)
The relationship between motivation and personal effectiveness are close or in other words go hand in hand. Motivation is the tool that causes an employee to be effective in his job. While there are many elements that make up motivation, it is the driving force behind a person’s effectiveness.

If  an employee is demotivated because of him not being satisfied, his performance will be affected. Also it will have some effect on the organisation and on production.

                                  Question 1 (iii)
Managers are faced daily with their staff having different problems, some are work related while some are not. Managers has a responsibility to direct the affairs of the organisation or their respective departments to help to achieve the organisation’s overall goal.

For those objectives to be met, the organisation must be free from problems or they must be kept at a minimum. For that to be done the manager must be able to diagnose a negative situation and be able to come up with workable solutions. One workable technique that a manager can use to bring a situation under control is the win-win or collaborating technique. 

This technique may not be suitable in all situations, but it can work where long term relationship is crucial. This technique can work to keep important relationship together because it will give an opportunity to confront and solve a problem by working with other parties who are a part of it. Some of the situations that it is best used for is as follows.

(a) Where long term relationship is established, and if broken it will be a detriment to all parties involved and the organisation as a whole.
(b) This approach can bring harmony and peace. It is like a peace treaty where the commitment of everyone is needed for it to work.
(c) Stakeholders interests are good for the organisation, therefore, this technique can be used to address those interests.
(d) If this technique is used properly, it can provide a high level of trust between the manager, team members and other stakeholders.

                                          Advantages
(a) The actual problem will be amicably solved
(b) This can create a positive understanding and relationship between everyone.
(c) More respect will be given to the manager for his ability to handle the situation professionally

                             Disadvantage
There is an expectation that each party must keep to the agreement, which may not be the case.

                                 Question 1 (iv)
Rewards and  incentives in the workplace have a positive impact both on the employees and the organisation. When employees are recognised for their services they will perform better and their morale will increase; also there will be an increase in efficiency, sales and productivity. Different category of workers can be rewarded with different types of incentives.

1. A cleaner can be rewarded with some time off or some vouchers.
2.  A salesman would be pleased with some extra cash, because that is what he makes for the organisation.
3.  A nurse could be given an incentive such as a television, a deposit on a mortgage or even a holiday.
4.  A shop assistant could be given a price reduction on certain items.
                  
                                           Question 1 (v)
                                           
                 Financial Incentives
(a) Good wages
(b) Bonus payments
(c)  Extra payments for over time
(d) Commissions

                           Non  Financial Incentives
(a) Good working environment 
(b) Responsibility to make decisions
(c) Fringe benefits
(d) Promotion opportunities
(e) Being praised for good work done
(f) Varied and interesting work
(g) Long term contract
(h) Feeling challenged by work
            
                                 Case Study

In the annual performance management plan  the following should be taken into consideration to be addressed by the newly appointed manager.

(a) Growing absence problem among staff
(b) Deterioration in staff morale
(c) Sales have been falling since a rival opened a store on the same site
In addressing these issues the newly appointed manager should set some achievable objectives and work with his employees to achieve them within a given time, eg  between 12- 18 months.

               Growing absence problem among staff

The manager will first have to establish the reason for the growing absenteeism among staff. Some of the reasons could be because of ill-health, stress or some other emergencies that could not be avoided. These are causes are unavoidable, but they are a cost to the organisation, and management should know in advance (if possible) that an employee will not turn up for work.



                                Solutions
A system must be put in place for employees to easily communicate with their manager to inform him that they will be absent or late. In this way the manager or the Human Resource Department can quickly find a cover for that person. For other reasons, there should be a policy where employees can report any other matters that may cause them to be absent from work; they must be made aware of the policy.

                             Deterioration of staff morale

Morale can be low if employees are not treated fairly, or if they are under pressure or stress. Also not allowing them to do some work on their own initiative, can be a problem because it will appear that the manager do not trust their judgement.

                                    Solution
Employees should be given regular feedback on their performance. Where appropriate appreciation should be shown to them and let them feel that they are a part of the organisation.

          Falling sales because of a rival on the same site

This is one of the greatest challenge for the manager and the organisation on a whole. If sales are not being made then the survival of that particular store is threatened. The manager will need to use the SMART objective and try to keep the store afloat.

Having 20 staff in that store he could divide  them in 5 different teams with specific target to meet within the next 12-18 months. He should do a monthly appraisal of  their performance to see if things are going as planned. The  following is a recommendation  for the SMART objective that can be considered.

S:  The performance of the team will depend on how each team member is able to identify the team’s goal and what part they will need to play for it to be successful. In this case the manager needs to be specific in what he want to achieve by forming 5 teams, which is increase in sales, customers satisfaction and improved staff performance.

M: How will the manager know that the different teams are working better than before? Customers may indicate through feedback that they are more satisfied with the level of service that they are receiving, and the products bought are fit for purpose. The fact that a rival store is opened on site may not be the root cause of the problem. It could be inferior products being sold. Therefore, other measures that the manager could look at is the procurement of the products that are being sold to ensure that that are being sourced from  good manufacturers.

A: Is improved performance achievable? It is achievable because the teams will be trained on several techniques that can be used to increase sales level.

R: Is it realistic? This is something that both the manager and each team will have to take into consideration. They may have to reconsider  the prices for the different products, and the way how the store is promoted, and what they can do to have an advantage over their competitor on site.

T:  Can the set target be reached within the 12-18 months? Yes it can be done if everyone play their part. The manager should see to it that their motivation is high, he should give some kind of incentives for a job well done and appreciate their efforts.  
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