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i) 
Management is an individual using a set of activities to ensure that a group works together effectively and efficiently thereby achieving the organisations objectives within limited time frame and using limited resources. 
ii) 
The different levels of management are
Top Level
Middle Level 
Lower Level
iii) 
Equity is the fair, impartial and just treatment of others in the work place, while motivating them to perform their duties.
iv)
Planning is the process of setting the objectives and overall goals of the organisation, how it is able to achieve these effectively and efficiently.  Decision making is part of the planning process, the management of an organisation review a selection of alternative courses of action and decide which would be the best for the company.  The planning process is forward thinking, the company needs to try and predict the business environment in the future and plan for any events which may be forth coming, how much projects will cost, the time scales involved and any specific staffing requirements.
Once the overall objectives of the company have been determined the management need to organise the team to ensure that the work stays on the right course and delays are minimal.  The distribution of work needs organisation by lower management and staff need to be aware of the plan to make sure that any delays or mistakes are minimal.  The management must ensure that resources are available when they are required and oversee the project to be aware of any potential difficulties and deal with situations as they arise. 
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Management needs to be able to delegate to subordinate staff members, while making sure that they are able to deal with and cope with the workload they have been given, management need to supervise subordinate staff and offer guidance and support.  A manager must make sure that they communicate with all their staff members about the work and what exactly is expected of them at all times.  Good communication pays dividends as time is not wasted with staff being unsure of their roles and responsibilities, good communication regarding decisions and policies ultimately comes from the top level managers but must be communicated through to subordinates effectively.  The ability for a manager to effectively communicate and lead is probably the most important and difficult aspects of management functions.
A manager needs to be aware of all the tasks which staff members are performing, it is a waste of time for two staff members are working at cross purposes on the same task.  Departmental managers must ensure that they are all working in unison together to achieve the organisational objectives, rather than working against each other.  Business can only survive if all departments work together to ensure that the organisational objectives are met. Management must continuously monitor the progress of work and communicate with subordinates the progress of tasks.  
Management must make sure that all work is up to standard, quality and quantity need to be maintained, the control of tasks is a management responsibility and it is managements roll to ensure that subordinates are supervised to ensure that the objectives are maintained. 
v)
a) management as a disciplines			i) team of managers
b) management as a process			ii) code of conduct for professionals
c) management as a group	iii) developed and grown through practice and research
d) management as a profession			iv) series of inter-related activities


Joanne Marlow
Student number:- 31559
Assessment number 2
Page 3

	Level of management
	Position
	Functions

	Middle
	Departmental heads and managers
	Identifying the departmental objectives and guiding lower level towards achievement of those objectives


     i)






Q2
“Planning is looking forward; whereas controlling is looking back.”
This statement is not entirely correct, the planning process must be forward thinking to ensure that the organisation plans for the future.  Management must be able to plan for events which can and do have an impact on the company.  Staff levels need to be maintained to ensure that there are enough staff to manufacture the goods and develop the company in line with the objectives.  Resources need to be ordered in good time to ensure their availability.  Management need to be aware of staff absences and holiday in order to arrange cover if this is required and ensure that key staff are available when required. Planning is a process whereby plans are thought through and discussed with decisions being made, these decisions should then be communicated to the staff members in an effective manner ensuring that they are all aware of the tasks that are required of them and any timescales involved. 
Decisions must be made by the management team regarding the future direction of the company as well as the rate of manufacture and performance rate.  Management need to learn from past experiences, and develop on these experiences.  
Planning and controlling are themselves linked to each other, neither activity can occur without the other.  To have the ability to plan for the future management need to be able to control aspects of the activity.  Management must be prepared to delegate tasks to others and monitor progress while communicating 
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any progress and development with subordinates, they must treat staff members with respect while ensuring that they are not overwhelmed by their workload.
All aspects of management have some degree of forward thinking, to ensure that the work is evenly distributed management must be aware of impending holidays or other events which could have an impact of staffing levels, having the ability to ensure that key staff members are available when required takes both forward thinking and control of events. 
In conclusion to say that planning is forward thinking; whereas controlling is looking back is only partially correct.  All functions of management has some degree of forward thinking, decisions can be made in error and these decisions need to be learnt from, control has to work in conjunction with planning and decision making.  Management are sometimes required to make difficult decisions to ensure that tasks are completed in line with organisational objectives, this may mean that by taking control of staff holidays to ensure that key staff members and resources are available within during the time that they are required.  The planning process will always work hand in hand with other management functions to ensure that the organisation functions in line with the overall objectives. Good management will always look to the future of the organisation, it’s direction, developments, improvements and staffing levels.  Planning is an ongoing process which is always being reviewed and monitored, it works together with the other functions of management.
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Case study
1)
The hierarchy of management is the organisational structure of every department within a business.  Each level is subordinate to the one above and it gives an indication of the ranks and positions of managers within the hierarchy.  The number of people decreases as you move up the levels with, usually, one person at the top.  It gives an indication of the varying degree of responsibility and authority within a management team.
2)
William Davis will know about any problems on the shop floor by Irene Rogers communicating difficulties with him.  She is the direct supervisor to subordinates on the shop floor, she should be aware of any issues relating to the staff below her, she should be able to manage these issues but to communicate them upwards to ensure that the communication flow goes both ways. Ideally her communication should go through her line manager, middle management, to ensure that all the management team is kept in the loop. 

3) 
As he is top level management, William Davis would determine the objectives for the organisation and lays down the policies that will enable the organisation to achieve these objectives.  He will then communicate his decisions to lower levels of the management hierarchy.
4) 
[bookmark: _GoBack]Irene Rogers has responsibility to ensure that the work is carried out properly and on time she is lower level management and responsible for the shop floor in this organisation. 
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