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Assessment 2.  Fundamentals of Administrative Management
Q 1.
i. Define the term “Management”
The term management is a processes undertaken by an individual or group of individuals who are working together to set goals, objectives and strategy for an organisation. 

In general a manager manages a team of individuals/specialists within a department i.e. project management. In essence it is the managers responsibility in making the key decisions and for the team to achieve their goals and objectives in line with company standards and polices which are associated with the overall company goals and vision. The Manager would be responsible for the teams direction and essentially making sure with the right inputs the team meet key timeframes, stay within budget in order to achieve success.

To summarise management refers to the process of using people, money, materials and machinery through careful direction, coordination and integration of several processes to meet the desired result and goals set by the organisation.  

ii. List Different levels of management
The different levels of management are:
· Top: Board of directors, CEO, MD, Country Manager
· Middle: Head of departments i.e. Head of Software, Head of Production, Head of Sales
· Low: Supervisors, Foreman

iii. Define the term “equity” as a principle of management
The term “equity” within management is to motivate staff/the team in order to perform their duties. In order to achieve this, management needs to maintain and operate fairness, kindness and justice within the organisation and the work environment.

iv. State the various functions of management
The various functions of management are:
· Planning: This is essential to management, as this process will set the goals and objectives for the business to achieve, and accomplish within a specific timeframe. This then will be delegated to management heads to work within their own teams, specific budgets and resource in achieving the goals.
· Organizing: Is key in order to stay on track and to avoid mistakes that can hinder the business goals. Each Manager would organise their team and distribute work/tasks amongst their teams. With this achieved, then each manager can oversee the work of their team, and be able to check, and keep everything on track  and in line with the planning process
· Commanding: Is when a manager communicates their expectations with every team member and subordinate throughout the project/work at hand. In this instance a manager must delegate the work, and inspire the team and get the best out of them, while treating them with the upmost fairness and respect.
· Coordinating: Is key for any business/organisation. The manager must make sure that the same work is not being duplicated by several subordinates, which is not just wasting time, but that resource could be reassigned to an area that could be struggling. In this instance, this should see inter departments synchronised to achieve the organisation goals, but would also providing savings to the budget.
· Controlling: This is a important in regards to the managers’ workload. A manger must make sure that the standards of all work undertaken by their team are in line with company standards and policies. If for instance standards have slipped then the manager is responsible for finding out the course and delivering a solution in order to get work back to where it is expected to be.


v. Match the expression given in column 1 with these given in column 2
	a. Management as a discipline
	ii. code of conduct for professionals

	b. Management as a process
	iv. Series of inter-related activities

	c. Management as a group
	iii. Team of Managers

	d. Management as a profession
	i.Developed and grown through practice and research



The following table contains the function, position and different levels of management. 
Pick one from each column and make a meaningful combination.   
	Levels of Management
	Position
	Functions

	A. Top
	b. Board of directors and chief executives
	iii. Defining the objectives and formulating policies

	B. Middle
	a. Departmental Heads and Managers
	i. Identifying the departmental objectives and guiding lower level towards achievement of those objectives

	C. Lower
	C, Supervisors and Foreman
	ii. Carrying out the operations and their supervision



Q.2. “planning is looking forward; whereas controlling is looking back” Explain the statement.
The above is a very interesting statement as without one the other will not work. For any business to succeed planning needs to be discussed and a well thought out process needs to be decided on how the business will be in the future, and how the goals and objectives will be met for the companies vision.  This will include everything from the company goals and ideologies, the business and market strategy. It is essential that the whole top level management fully support and back the plan, as any signs of ambiguity will affect the plan.  With the planning in place it is then for the top management to determine the realistic timeframes, budgets and resources needed to achieve the goals in the agreed plans.
Controlling can be seen as looking back as this is when management is evaluating the standard of work undertaken by every member of the business and making sure that this is in line of company standards and policies. Management can then intervene if there has been an issue or standards are below par, rectify the issue and help get the team back on track and to follow the codes, standards as well as meeting key objectives.  It could well be a scenario that the was a complication with a certain product or software delay that has hampered the plan, so management need to com up with the right solutions in order to maintain the companies vision and the likelihood of achieving the goals  and objectives set out in the plan. 
Case Study           
The directors of Vision Tech have reorganized their business. William Davis is now Chairman, Vijhay Singh finance manager, and Irene Rogers is the floor in charge (supervisor).  
 Keeping in view the above situation answer the following questions: 
1. What is meant by the hierarchy of management? 
The hierarchy of management are the different levels of verifying responsibility and authority within an organisation. Simply it can be broke down to the following:
· Top level management (normally board of directors  including the CEO/CFO/CTO,CCO, COO, MD and Country Manager).In this instance this would be William Davis. It would be Williams responsibility of creating and determine the objectives, goals and polices for the organisation. This will also incorporate the vision of how the objectives will be made, with clear guidelines to be rolled out to the middle management. 

· Middle Management: Departmental head i.e. Director of Software, Head of Product, Head of PMO. In the case study this would be Vijhay Singh: Finance Manager. The objectives and policies that have been rolled by top management will be translated to each individual department for each manager, to then meet and exceed their objectives in order to meet the businesses goals. Each Head of department would work out their own strategy, team resource and budget to achieve the objectives.


· Lower level management: Supervisors/Team Leaders. In this case study this would be Irene Rogers: Supervisor. In this instance, Irene is responsible for the day-to-day activity of the operative works, and making sure that all work carried out is in line with company standards, policies and timeframes. 


2. How does William Davis know about any problem on the factory floor?
William would find out any issues/problems with the factory floor via middle management. In this case this would be via Vijhay Singh the finance manager. Vijay would learn the findings via Irene Rogers who is the floor supervisor, who would report any issues, or problems that the operatives were having, which could implicate standard of work in line with company standards and policies.  In a real case scenario, it would be very unlikely a finance manager would alert the chairman of issues. It would most likely sit with the Head of operations. In any case it is the middle level a management responsibility in reporting key issues to top level management, which can hinder the companies vision and objectives, but also suggesting solutions in order to get eradicate the issue, and get the business back on track.
3. Who determines the objectives for the business? 
The objectives of the business are determined by the top management. In this case study this would come from the board and in this instance it would be William Davies. In a clear hierarchy it would come from the collective of the top management which would include the chairman, CEO, COO, CTO and CFO. This collective would work together in devising the company’s vision, where they see it in the future, and from there, work out how they would get to that given point within set timeframes and budgets, while at the same time setting the company standards and policies to achieve this.


4. Who will ensure that the work is carried out properly and on time?
In the case study, this responsibility would sit with Irene Rogers who supervises the floor. It is her responsibility that all work on the floor is undertaken to the company standard and within the agreed timeframes. Irene has the primary responsibility of making sure that the companies production and service is being delivered to company standards, while maintaining high levels of service both to internal and external clients.
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