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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. 
	
Q:1. Short Questions (12) 
I. Define operations management. 
Operations management is about how you do what you do every day to make sure that the business is running efficiently. Operational functions include designing, planning, organising, directing and controlling. Therefore, operations management includes gathering resources (idea, people, space, and money), designing products/services and decide how to deliver them, sell, distribute, and services those products/services, and learning and improving the operations based on feedback.

II. Discuss the types of operations that take place in operations management. 
Generally, there are four types of operations: manufacturing, transportation, supplies, and service. There can be overlaps in a business.
Manufacturing is about the things we physically make such as tables but also includes how we run factories and manage inventories.
Transportation is how we get our materials to customers, e.g. vans, taxis, or aircraft.
Supplies are products that someone purchases from the company, such as retail stores where the ownership starts out with your company and then changes over to a purchaser.
Service can refer to customer service that the company provides, such as a server provides a service, or a chef prepares the meal in a restaurant. Service can also be provided by someone who answers the customer phone calls or collects feedback.

III. What is the difference between Accounting and Bookkeeping? 
Bookkeeping is the exercise of identifying, categorising, and recording all the transactions that take place in a business. In general, everything a company does results in a bookkeeping transaction.
Accounting is the methodology used to record the transactions and prepare financial statements and reports. Accounting guidelines govern how businesses record transactions. They also dictate the design of the recordkeeping system that a business uses and how reports are prepared, based on the information gathered and put into the system.

IV. What is income statement? and what type of information it contains? 
An income statement is a summary of the income and expenses of a business during a certain period: monthly, quarterly, or annually. If the company has more income than expenses for a certain period, it has net income (a profit). If the expenses exceed income, the company has a net loss. 
It contains information such as revenue (what the business earned during this period), expenses (bills incurred during this period), and net income or loss (the net financial result of the business efforts during this period).

V. How would you differentiate current assets from fixed assets? 
Current assets are generally considered to be anything that will be converted into cash within one year, such as cash, accounts receivable, and inventory. Current assets continually turn over through the company. 
Fixed assets are more permanent in nature. This includes vehicles, equipment, machinery, land, and buildings. They represent an investment in items that are necessary to carry on its normal operations. Fixed assets can also revolve (to purchase new equipment or update technology, for example) but they usually revolve very slowly.

VI. What is a balance sheet? 
The balance sheet is a summary of what the business owns and compares it to what the business owes as of a specific date. It does so in a standard format to make it easy to see what kind of financial shape the business is in. It’s a good sign if a business has more assets than liabilities. Otherwise, it might be a sign of trouble.
A balance sheet contains information on assets (anything that the business owns), liabilities (anything the business owes to others), and equity (often a measure of what the business is worth).

Q:2. Cash flow statement is usually divided into three sections. What are these? Explain using examples. (8) 
The cash flow statement shows the flow of cash for an accounting period. This statement is a bridge between the cash accounting method and the accrual accounting method in that it analyses what transactions impacted cash and what were accruals. It is usually divided into three sections: operating, investing, and financing.

Operating refers to the cash flow for day-to-day operations. These usually are the core activities of a business that generate cash inflows and outflows. 
For example, the cash flow of a cloth shop in this section will have customer revenue for this period, the rent of the shop, utilities, tax payments, payments to the employees, and payments to the cloth suppliers. In comparison, an online cloth retailer will include customer revenue for this period, utilities, tax payments, payments to the websites, payments of delivery, and payments to the cloth suppliers. The online retailer will likely work with Amazon, whose operating activities include net income, adjustments to reconcile net income to net cash (e.g. depreciation of property and equipment), and changes in operating assets and liabilities (e.g. accrued expenses).

Investing refers to cash flow generated from or consumed by long-term assets. These fixed assets represent an investment in items that are necessary to carry on its normal operations and usually revolve very slowly.
For example, the cloth shop may invest in some tables and chairs while the online retailer may include the purchase of a computer. The investing activities of Amazon include purchases of property and equipment, acquisitions, and marketable securities.

Financing refers to the changes of cash level from financing activities, which usually alter the equity of a company. 
For example, cash flow in can be the result of selling stocks or bonds or borrowing, cash flow out can be the result of purchasing stock back, paying out dividends, and repaying borrowed money.

Q:3: (10)
a) Discuss in detail the six essential steps of hiring. 
Step 1: determining that you have a position to fill 
Examine and review the organisation’s long-term goals for growth and development. This will create and fill the right position, rather than creating a position that only serves the short-term goals. 

Step 2: doing your homework 
Once you decide on the position to fill, you’ll need to create a position profile or job description so that you know the type of expertise you will need to recruit. This will put you through an exercise of determining what tasks can be completed by this person, and whether you will hire the person full time, part time, on contract, or as a consultant. 

Step 3: recruiting 
This is the process of finding and attracting the right people. In many cases, you’ll need to find a way to reach the people that are already working specifically. We now almost exclusively rely on e-mail and electronic submissions, but there are plenty of people who do not search the internet looking for work if they are happy in their job. You must find them, rather than let them look for you. In a tight labor market, or when highly specialized skills are required, your ability to network, research, attract, and retain people becomes an essential skill. 

Step 4: selecting 
The next step is to sort through your candidates and select the best candidate. Interviewing is the standard for determining if the person might be a good fit for your company. Formal testing helps to assert whether their claims of certain abilities and skills are valid but may cause legal issues with invalid tests. Furthermore, some people are bad at writing tests could be a great fit for the company and learn what is needed. Reference checking, which has caused concerns for privacy, is still relied upon and necessary to validate a person’s work experience and formal education. 

Step 5: offering 
In this stage, you offer the job to the person you want. During this conversation, you need to have information gathered that includes the salary you are willing to offer and terms of employment (contracts the candidate will have to sign, benefit entitlement, vacation, hours of work, expectations of the job, etc.). You also need to know to what extent you are willing to negotiate the contract with your candidate.

Step 6: orientation and onboarding 
This is both the final step in the recruiting process and the first steps that the individual takes as a part of your organization. This is critical to ensure good people staying with the organisation. 
Be prepared for the new person before they start their new job, and then be ready to provide them with a welcome so that they start off on the right foot. This means that their workstations are ready, people know they are coming, and that orientation forms are ready for them to sign. 
Your job is to engage their interest and commitment during the recruiting process, which might be well before they start. The orientation period includes that critical first week or two the person is on the job, while they adapt to their new surroundings, and get familiar with their position and the team.
Onboarding is about the development of the individual’s career within the new environment. It may include experiencing a full cycle of the business. Your responsibility includes providing appropriate feedback, ensuring that they are developing the skills and expertise to succeed and that they are engaged in the work they are doing.

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? 
 What are you missing? 
 How can you incorporate what is missing with the process outlined here? 
The current recruiting process used by my organisation (university department) includes all six steps to various degrees. A position is created when extra funding is secured, a job description is drawn by the department, the position is then posted online, the department holds interviews, offers the job, and gives the person an orientation on their arrival.
However, some steps are only partially carried out. For example, a position is only created when funding is acquired, typically from a certain industrial entity that has its own goals and requirements. The recruiting step is done solely online. When the person finally joins the department, only a brief orientation is provided, and no onboarding has ever been considered.
The first step is difficult to fix when the department does not fully control the monetary resources. However, the long-term teaching and research goals could be considered more and prepared in advance. The recruiting process should also be kept in mind when hosting conferences and events, so we can actively network and attract talents. Finally, the onboarding process should be given to all people recruited to the department.
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