Assignment 1
 Q: 1. 
I. Define operations management. 
Operations management is the process of gathering available resources, applying the necessary procedures and processing the materials, defining the type of product that the business should offer based on the information and knowledge gathered from the surrounding business environment; planning and designing the product or service, along with its strategy to deliver it to the targeted groups, adding value to them; organizing its distribution and directing the implementation of its strategy; and finally, controls and monitoring the progress of the implementation over a pre-determined time horizon.

II. Discuss the types of operations that take place in operations management. 
The types of the operations are as follows:
a) Manufacturing 
b) Transportation 
c) Supplies 
d) Service 
The operations management includes the process that starts from the product manufacturing till its delivery to customers, including the transportation, maintenance of vehicles, equipment and commitment to delivery times, as well as the supply of services and products, the vertical integration of the business along the value chain, by overlapping the operation in each step, occupying the other value chain actor’s roll; it also involves the building of buffers into the operations system, by developing a mitigation plan related to the supply of necessary raw material or specific component that allows the company to meet their manufacturing demands.

III. What is the difference between Accounting and Bookkeeping?
Bookkeeping is the process of identify, categorize and chronologically record all transactions and events that occur between the business and the Customers, Government entities, vendors, sources of equity capital and Sources of debt capital; it also involves  benefits, wages and overheads payment.

While accounting refers to the methodology used to record those transactions, resulting in financial statements and reports. By using the information available, accounting gives the standards for the design of how the recordkeeping system and its reports should be generated.

IV. What is income statement? And what type of information it contains? 
Income statement, is a type of financial report containing a summary of income and expenses of a business, showing the company's profit or loss in a particular period of time. Its equation is as follows: 
Revenue- Expenses = Net Income or loss.


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 the items which are necessary to carry on its normal operations, in which the business investments on. They have a permanent nature rather than being convertible into cash overnight, as stated above, they are needed to keep the business running. This includes vehicles, equipment, machinery, land, and buildings.

VI. What is a balance sheet? 
The Balance sheet measures what the business is worth. Including the money invested by its owners, the business profits, and the money exiting from the company. Its objective is to show what a company owns and owes in a particular date. Its equation is as follows: 
Assets – Liabilities = Equity 

Q:2. Cash flow statement is usually divided into three sections. What are these? Explain using examples. (8)
These are:
Operating – a day-to-day operations
• Examples: Customer revenue, tax payments, interest, supplies purchased 

Investing - generated from asset or consumed by assets 
• Examples: Sale of a vehicle or purchase of a building 

Financing - Cash flow in from selling stocks or bonds or borrowing; Cash flow out from purchasing stock back, paying out dividends, and repaying borrowed money.


Q:3: 	a) Discuss in detail the six essential steps of hiring. (10) 
	Step 1: Determining That You Have a Position to Fill
At this stage, the manager needs analyse the goals of the business and the rate of growth of the business; determine if there is a need to hire or create a position.

Step 2: Doing Your Homework
At this stage, the manager should develop the job description for that position according to the identified needs of the business, highlighting the main requirements of the job, determining the specific activities and tasks to be undertaken by the future candidate.

Step 3: Recruiting
At this stage, the manager should advertise the position, receive the candidate’s application and use all the resources available to look and find that particular candidate which is best fit to the position.



Step 4. Selecting
This is when we sort the candidates and selects the best candidate for the position; after selection comes the interview step, which determines the good fit for your company, this may include formal testing to verify if the abilities and skills of the candidates are truly confirmed. The last but not least, the reference or background check, to validate a person’s work experience and their formal education.

Step 5: Offering 
At this stage we offer the job to the successful candidate. We need to be prepared for with information related to the salary you we are willing to offer to candidate, terms of employment, in summary, we need to have all the information related to the full offer package. Be ready to negotiate the offer, if needed.
 
Step 6: Orientation and Onboarding 

Orientation - Finally, this step is very sensitive because if this is not done well, they may be regrets for both parts, therefore there are some precautions to be taken to get the new hired employee settled in a smoth manner; 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:
 
· Have the workstation
· Announce the people about their arrival and perhaps a welcome, 
· Orientation forms and equipment are ready to be handed.
· Access pass ready and online

Onboarding - handover from the company to the new comer -  is something we look at with a slightly longer lens than orientation. Onboarding is about the development of the individual’s career within the new environment. Depending on the job itself, it can take from six months to a year or more for someone to feel fully competent, which may include experiencing a full cycle of the business. Your responsibility in the onboarding process includes providing

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?  
Yes.
 What are you missing? 
[bookmark: _GoBack]The budget
 How can you incorporate what is missing with the process outlined here? 
After the step one, the next step should be budget review to know whether there is a budget to hire at the current moment and determined if it is the right moment to do so.
