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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. 
	
Assignment :

Q:1. Short Questions 

I. Define operations management.

Operation management is all about how one ensures that the business runs efficiently through out the course of the day, week, month and annual year. This is usually ensured by operations managers that inspect and look through out elements of the business.  

II. Discuss the types of operations that take place in operations management.

The processes of operations management are designing, planning, organising, directing  controlling. This means gathering resources required from the ideas, such as design products or services and how to proceed to deliver them. In addition how to sell and distribute these products and services. And finally how to to learn and improve on feedback given. 

III. What is the difference between Accounting and Bookkeeping ?

Bookkeeping is all about categorizing and recording all the transactions that takes place in a business for example customers who buy products or employees who are paid wages even government who collect taxes and investors of equal capital. On the contrary accounting is a way of recording all transactions and prepare financial statements and reports. The main purpose for accounting is providing information that is is necessary for a sound economic decision making. Thus leading to prepare financial reports to provide information about a firm’s performance to external parties such as investors, creditors and tax authorities. This information can then be used to make further decision on how to manage the business more efficiently. 
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IV. What is the income statement? and what type of information does it contains ? 

The income statement is a vital part of feedback to a business, it comes back with a hand full of a summary. It may also be called profit or loss statement or operations statement. Summary may be concluded monthly quarterly or annually. Informations that is fed to the company consists of revenue total so what a business has earned from sales of goods and services during the time frame given. Expenses are also analysed such as their bills, such as internet fee ,insurance ,payroll and advertisement.  In addition net income or loss is also part of the income statement wether or not the net financial result of the business efforts during that period , this is added to the equity portion of the balance sheet.


A regular income statement equations would look like this :


Revenue - Expenses = net income or loss



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

A fixed assist is anything that the business owns ,for example cash  office equipment, vehicles, tools , real estate ,building or land. A current asset is something that the company may have bought and its intention is to be sold further on with a product and making a profit.  Current assets continually turn over through the company .





VI. What is a balance sheet ? 

The purpose of a balance sheet is to show what a company owns and owes as of a specific date and detailing the balance of income and expenditure over the preceding period. Income statement are prepared for the period ending and balance sheets are prepared as of a certain date. Therefore the balance sheet summaries what the business owns and compares it to what the business owes . If a business has more assets than liabilities, that’s a good sign. On the other hand, if a company has more liabilities than assets , it might be a sign of trouble. 



Q:2. Cash flow statement is usually divided into three sections. What are these ? Explain using        examples.


In financial accounting, a cash flow statement also referred as statement of cash flows is a financial statement that shows how changes in balance sheet accounts and income affect cash and cash equivalents, this is where we get three sections that divide up. We have operating, investing and financing. operating activities include the production, sales and delivery of the company’s product as well collecting payment from its customers. this could include purchasing raw materials building inventory, advertising or shipping the product. Then investing activities are purchase or sale of an asset such as land, building, equipment. Even loans made to suppliers or received from customers are part of the cash flow generated from or consumed by assets. finally financing activities include the inflow of cash from investors such as shareholders and banks, as well as the outflow of cash to shareholders as dividends as the company generates income.
Normally the cash flow statement is to be seen with the flow of cash in and out of the business. The statement captures both the current operating results and the accompanying changes in the balance sheet. The statement of cash flow is usually most influential for the short term viability of a business, especially its ability to pay bills. Minorities are usually interested in cash flow statement such as accounting personnel , who require the need to know if the organisation can cover payroll or other immediate expenses. Potential lenders or creditors , who would like to see a stable guarantee wether a company's able to repay. Investors who would like a clear picture if the company is worth while to invest and is financially sound. 



























Q:3  

a. Discuss in detail the six essential steps of hiring.
b. Think of the recruiting process that you are using now and answer the questions below: 

Hiring the right person into a business can have it’s difficulties. Especially as you’re most likely not going to know the person and are only going to get a brief judgement on their work ethnic and diligence on a couple days of work during training. However there are a six very essential steps to consider when hiring a new member of staff. Firstly determining that you have a position available, this is crucial as one does not want to offer a job position to a candidate to then only waste money on paying an extra staff wage when unnecessary. Secondly determining precisely what job position is required for the potential new coming member, thereby having a correct position profile or job description for the suitable expertise. Step three would include recruiting, recruiting is a major factor. Nowadays recruiting can be accomplished through many ways, such as through newspaper , online media/social or a classic advertisement. However the owner may want to scout for himself to find that exact person with he right knowledge and expertise that they require in their business. Even so there is still the option of selecting when it comes to recruiting only one which is our step number four. Several candidates have been given the opportunity to work for the company yet only one position is available, thereby they must undertake formal testing and interviews . Selecting may be hard ,as one is purely based on that specific day or even judged by their performance, yet one must be certain he/she is suitable for the job title given. Step number five is offering the job. Once the job position has been offered to the candidate the business owner may want to discuss contract and work hours and benefit entitlement and his/hers expectations towards the business which would be step number six. At this point the candidate may negotiate or decline the offer, although it would be most likely he/she will take the job. Finally the final step which comes down to orientation and on boarding, this is most likely the most important step as the employee should always feel welcomed in their new environment, it must be ensure that all staff are aware of his/her arrival and must ensure a warm welcome to the new working environment. In addition the new employee must be given clear work description and any help required in the first few weeks to make sure they feel at most comfort. Otherwise he/she may be deterred working there and may ask to leave, which would be a real negative effect towards the business as training and research time has been wasted which could end up costing the company.


b) 

 I am currently using all six steps and think they’re all very important steps to consider, however personally I think there are more than six steps required to complete a full hiring process. One that I would personally add a post position and implement recruiting plan. This is to reach out for a more specific audience and the applicant pool knows exactly what job position may be available for them. This step can however be easily implemented to the six previous steps, especially after step 2 where ‘doing your homework ‘ is already in consideration.  
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