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I. Define operations management
Operations management is about how and what you do to make business running efficiently involving Designing, Planning, Organizing, Directing and Controlling processes, by supervising and making necessary improvements to achieve the companies goals. 
It’s a process involving an entire production system that convert inputs (Raw materials, Labour) into deliver outputs (goods and service); this is called a Transformational process. To achieve the goals we need to utilise the resources (ideas, people, money and space), design the products and using marketing tools to sell or distribute.
Outputs-Product/Service
Transformation Role of OM
Input-Materials/People/Capital
-


Ex- This means that inputs or materials are transformed into an output in the form of goods and services. Raw material like wood are used to create furniture or in the hospital doctors use their knowledge to treat patients.
There are 5 functions in operation management, these are mainly concerned with designing, planning, organising, directing and controlling. 
Product Design-The production manager’s responsibility to design and satisfy customer needs and also follow the market trend to meet the demand.
Planning-Defining objectives to be achieved for a given period and what needs to be done to achieve the objectives. It’s an estimated forecast of consumer demand, which correlates with production to deliver the right amount at the right time.
Organizing-Determining what task are to be done, who will implement and coordinate tasks and how the tasks are to be grouped. It’s one of the core process of the business that is responsible for managing the process of creation of goods and services by distributing and organizing resources to achieve set goals.
Directing-Involves motivating employees by selecting the most effective communication channel. Resolving conflict and directing as well as guiding the actions of others with the intention of achieving all objectives. It involves communicating, motivating, inspiring and encouraging employees towards a higher level of productivity.
Controlling-The measuring of performance in all pre-determined objectives, determining reasons for deviation and taking appropriate action where necessary. It provides ways to ensure that the organization moves towards achieving its objectives.
All the activities of an organisation which supports in transforming the raw materials and human labour into valuable goods and services for satisfying customer needs.



II. Discuss the types of operations that take place in operations management.
Types of operation differs according to the size and the type of business. The activities of an organisation where recourses combined and transformed in a controlled manner to add value by following the management policies. Operation management broadly be divided into four categories. 
Manufacturing-
A manufacturing business is any business that use raw materials to create finished goods. These goods can be sold directly to consumers or to the other businesses that use them for reproducing a different product. Ex-Steel, sugar, cake
Transportation-The transportation sector is a category of companies that provide services moving people, goods. This is the more vital economic activities for a business.

III. What is the difference between Accounting and Bookkeeping?
	Definition
	Bookkeeping is mainly related to identifying, measuring, and recording, financial transactions
	Accounting is the process of summarizing, interpreting, and communicating financial transactions which were classified in the ledger account

	Decision Making
	Management can't take a decision based on the data provided by bookkeeping
	Depending on the data provided by the accountants, the management can take critical business decisions

	Preparation of Financial Statements
	Financial statements are not prepared as a part of this process
	Financial statements are prepared during the accounting process

	Objective
	The objective of bookkeeping is to keep the records of all financial transactions proper and systematic
	The objective of accounting is to gauge the financial situation and further communicate the information to the relevant authorities

	Skills Required
	Bookkeeping doesn't require any special skill sets
	Accounting requires special skills due to its analytical and complex nature

	Analysis
	The process of bookkeeping does not require any analysis
	Accounting uses bookkeeping information to analyse and interpret the data and then compiles it into reports

	Types
	Basically, there are two types of bookkeeping - Single entry and double entry bookkeeping
	The accounting department does preparations of a company's budgets and plans loan proposals

	Bookkeepers and Accountants
	Bookkeepers are required to be accurate in their work and knowledgeable about financial topics. Bookkeepers work is usually overseen by an accountant
	Accountants with sufficient experience and education can obtain the title of Certified Public Accountant (CPA)




IV. What is income statement? And what type of information it contains?

V. How would you differentiate current assets from fixed assets?

VI. What is a balance sheet?

Q: 2. Cash flow statement is usually divided into three sections. What are these? Explain using examples.                   
Q: 3:  a) Discuss in detail the six essential steps of hiring.      
Answer:
1.Identification-
Identify the company’s which require more skilled people and consider whether it’s an ongoing or temporary position and prioritise accordingly. Create a Job description and get started.
2.Screening-
Start screening the applications and narrow down your list of candidates to the number of post available.
3.Interviewing-
Design your interview questions to get the best possible to make your hiring decisions. Take time to differentiate them from others based on their answers. Use the interview assessment scheme to develop questions and scoring. Use rejection letter to respectfully inform unsuccessful candidates to maintain goodwill.
4.Closing-
Select your top candidate is a critical step Review your candidate’s needs, start date, salary, work timing and negotiates according to the company’s requirements.
5.Offering-
Once the candidate accepts the offer, must highlights key aspects of the employment agreement. Customise and seek legal advice to meet your specific needs. The offer package should include the job offer letter, employment agreement, a non-disclosure agreement, a summary of employee benefits and how the programs work for payroll processing, bonus or sales incentives, and your company’s vacation policy. 
6.Onboarding-
Do all the administrative work and plan Prior to employee’s first day. Give few weeks to make the transition process. Use checklist for employee orientation which includes introduction, payroll and initial meetings.

 

      
b) Think of the recruiting process that you are using now and answer the questions   below
Are you using all six steps that we have outlined?  Yes
[bookmark: _GoBack]What are you missing?  No
How can you incorporate what is missing with the process outlined here?  



