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	I. Define the term “Management”. 


Management is the process of reaching organizational goals by working with and through people and other organizational resources. 
Management has the following 3 characteristics:
1. It is a process or series of continuing and related activities.
2. It involves and concentrates on reaching organizational goals.
3. It reaches these goals by working with and through people and other organizational resources.

II.  List different levels of management. 

1. The three levels of management typically found in an organization are low-level management, middle-level management, and top-level management.
2. Top-level managers are responsible for controlling and overseeing the entire organization.
3. Middle-level managers are responsible for executing organizational plans which comply with the company's policies. These managers act at an intermediary between top-level management and low-level management.
4. Low-level managers focus on controlling and directing. They serve as role models for the employees they supervise.




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

1. To motivate the workers to perform their duties by maintaining a proper mix of fairness, justice and kindness.

2. Fairness and impartiality towards all concerned, based on the principles of evenhanded dealing. Equity implies giving as much advantage, consideration, or latitude to one party as it is given to another. Along with economy, effectiveness, and efficiency. 

IV. State the various functions of management. 

Planning
The planning function of management controls all the planning that allows the organization to run smoothly. Planning involves defining a goal and determining the most effective course of action needed to reach that goal. Typically, planning involves flexibility, as the planner must coordinate with all levels of management and leadership in the organization. Planning also involves knowledge of the company’s resources and the future objectives of the business.
Organizing
The organizing function of leadership controls the overall structure of the company. The organizational structure is the foundation of a company; without this structure, the day-to-day operation of the business becomes difficult and unsuccessful. Organizing involves designating tasks and responsibilities to employees with the specific skill sets needed to complete the tasks. Organizing also involves developing the organizational structure and chain of command within the company.

Staffing
The staffing function of management controls all recruitment and personnel needs of the organization. The main purpose of staffing is to hire the right people for the right jobs to achieve the objectives of the organization. Staffing involves more than just recruitment; staffing also encompasses training and development, performance appraisals, promotions and transfers. Without the staffing function, the business would fail because the business would not be properly staffed to meet its goals.

Coordinating
The coordinating function of leadership controls all the organizing, planning and staffing activities of the company and ensures all activities function together for the good of the organization. Coordinating typically takes place in meetings and other planning sessions with the department heads of the company to ensure all departments are on the same page in terms of objectives and goals. Coordinating involves communication, supervision and direction by management.

Controlling
The controlling function of management is useful for ensuring all other functions of the organization are in place and are operating successfully. Controlling involves establishing performance standards and monitoring the output of employees to ensure each employee’s performance meets those standards. The controlling process often leads to the identification of situations and problems that need to be addressed by creating new performance standards. The level of performance affects the success of all aspects of the organization.



V. Match the expression given in column 1 with These given in column 2


 
 
	a) Management as a discipline
	ii) code of conduct for professionals 



	b) Management as a process

	iii) developed and grown through practice and Research


	c) Management as a group

 
	i) team of managers

	d) Management as a profession

	iv) series of inter-related activities 





i. The following table contains the function, position and different levels of management. 



	

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






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


· Planning is Looking Ahead being true because it contributes heavily to success and gives us some control over the future. By, planning we set aside our tasks and deadlines so we can enlarge our mental focus and seeing the bigger picture. By, planning we can set our Personal or organizational goals and for this defiantly we should look ahead. But, Planning is not ending with such strategies or guidelines. It has relation with Implementation and controls. Because plans are not always proceeding as conceived. The control process measures progress towards goal attainment and indicate corrective action if too much deviation is detected.


· Controlling investigates whether planning was successful. Controlling referred to as terminal management function, takes place after the other functions have been completed. And for this process we should look back and should analyse the performance of our planning, organizing and leading. And therefore, we should look back also. So, yes, we can say Control is looking back for Investigation, Analysis, and Understandings and for checking our effectiveness and efficiency.

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?

Managers are leaders who play an integral role in the organizations for which they work. Managers of larger organizations have specific functions they fulfil within the management hierarchy. Within this hierarchy, managers typically have varying levels of power and responsibility. In most organizations, this hierarchy consists of three primary levels.

First-level managers, sometimes called lower-level managers, are at the bottom of the managerial hierarchy. They are in contact with non-management employees, often serving as supervisors or retail managers, or in other capacities that involve the day-to-day business operations. Their tasks often include scheduling, budgeting, human resources activities and disciplinary measures

Mid-level managers, or middle managers, are a step above the first-level managers. They serve as intermediaries between lower-level managers and the highest level within the management hierarchy. These managers may still be involved in the daily company operations, but they often depend on the input of first-level managers. Mid-level managers are generally operations managers or general managers, but they can also serve as regional managers.

Upper-level managers are the top executives in a company. They rely on input from mid-level managers to determine what direction the company is heading and if any changes need to be made. Upper-level managers usually include chief executive officers, chief financial officers and other top leaders responsible for developing the company's vision and making the executive decisions that affect the organization's future.



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

William Davis the Chairman will get the information from the Irene Rogers the (supervisor) anything that happens to the business Irene Rogers must let William Davis know about it.



3. Who determines the objectives for the business?

William Davis and Vijhay Singh finance manager are who determines the objective for the business.


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

Irene Rogers will ensure that all the work is carried out properly and on time.
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