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Q1: I. Operations Management is an area which covers various operations functions such as Planning, Designing, Organising and Controlling to deliver a cost efficient product and service. These different functions within operations are integrated to complete the organisation and are interdependent on each other in order to provide a high quality service for customers.

II. Different types of Operations include: Manufacturing – This is where raw materials are used to produce a high quality product to be sold

Transportation- This is how we transport our goods to our consumers or next stage of the process i.e. HGV’s, Vans

Supplies- These are products that someone purchases or what is required to produce a product.

Service- This is what individuals or companies provide to its customers

III. The difference between Bookkeeping and Accounting-Bookkeeping is identifying and recording the financial transactions of a company, whereas Accounting is the methodology and measurement of Bookkeeping and how it is done. Accountants will give further financial analysis and report on what the Bookkeeper has recorded.

IV. An income statement is a financial statement which summarises the profit or loss of a company over a specific time, Monthly, Weekly, Yearly. This can be divided into two broad categories Service Income and Sales Income. Some of the information that an Income Statement could contain is Revenue, Profit or Loss, Taxes, Inventory costs. This shows the health of the company 

V. Current Assets are items which can be converted into cash within one year, Current Assets are short term and can include Cash, Inventory, and Accounts etc. These assets indicate how much money a business has available to fund its operations and growth. Fixed Assets are more long term assets which a company needs to operate, this can include Machinery, Buildings, Land and Vehicles.

VI.A Balance sheet is an important financial statement that summarises what a company owns and what a company owes at a specific period of time by outlining its Assets, Liabilities and Equity.



Q2. Operating Activities-These are activities that affect an organisations cash inflows and outflows. These are core activities that are done daily to earn income and provide the majority of an organisations income. An example of this is Production Costs, Sales, and Delivery

Investing Activities- Is the second section on a cash flow statement which shows the sale and acquisition of long term assets and investment, gains or losses. An example of Investing Activities is sale of equipment, PPE, and Trading

Financing Activities-These are transactions or events with creditors or investors used to fund a company to grow and fulfil future company goals. An example of this can include repaying loans back, purchasing stock, and payment of dividends.



Q.3 Step 1 is deciding you have a position within the company and identifying what position is required.

Step 2-This is where you need to create a job description so you are clear on what is required and what type of expertise is needed and on what basis.

Step 3- For me this is the most important step as it’s about how you are going to find suitable candidates and attracting what you want and need. There are various ways to advertise vacancies nowadays such as Internet, Recruitment Agencies, Social Media websites i.e. LinkedIn

Step 4-Selecting the right person, this can be done by Interviewing, Formal testing and Reference Checking.

Step 5-When offering the job you need to discuss all relevant information such as salary, hours and expectations

Step 6 – This is the final steps of the recruiting process, orientation is an important step as this is the employees introduction to the organisation and is about how the employee is settling in to their new position, whereas on boarding is more long term as this is identifying development needs and providing relevant feedback on performance.

Q3b. By reviewing the Recruitment process I believe that most steps are follow by the organisation that I work for on a higher level but I feel some of the steps are missed or could be done better when recruiting on a lower level as there is a less skill based requirement. I work for a fast paced company and deal with Agency regularly when volumes fluctuate, this takes out the Selecting process as the Agency deals with this. I also think that when we do take on employees more focus could be spent on the orientation steps as this is an important step in preparing the person and possibly have a review after their first week to give relevant feedback on performance and in addition to this listen to their views on how they have settled in.
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