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Q: 1: Short questions:	15Total Marks: 30
ASSESSMENT # 2


i. Define the term “Management”.
Management is a process, run in the company by a manager of getting a group of people to work within a specific time frame, with limited resources to accomplish a certain goal or objective. 

ii. List different levels of management.
There are three different type of managements with varying degree of authority and responsibilities:
Top-Level management – includes Board of Directors, the Chief of Executive. This level determines the business as a whole and lays down the policies for everyone else in the company to follow, so that they stick to these guidelines to accomplish the objectives, as well as having the overall control over the whole organization. 

Middle-Level management – includes heads of various departments like productions, sales, and other departmental managers. The objectives of the whole business are laid down in steps into the middle low management. The heads of departments follow the guidelines given by the top-level management and construct a strategy to achieve the objectives. Middle-level managers are concerned with the activities of their respective department. 

Low-Level management – consists of foremen and supervisors who look after their operative workers to perform their tasks well, follow-up, check and control that the work is carried out on time. The primary responsibility lies within the productions of goods and services in the organization.

iii. Define the term “equity” as a principle of management.
Equity means giving the fair and just treatment to every worker in the company, to motivate them to perform their works the best by maintaining a proper mix of fairness, justice and kindness.

iv. State the various functions of management.
Function of management are divided into five categories: 1. Planning – the ability to see into the future and carve out the plan to accomplish the goal. The head of managers set up the time frame with given resources.
2. Organising – getting everything right on track, getting the works done on time, the organized team is set up and the works are divided among them. The manager checks if everything is going as planning (1).
3. Commanding – the managers make his expectations to his workers very clear regarding the work. The managers instruct the team and guide them to work to their best of abilities. 
4. Coordinating – is very essential in any organization. The managers are expected to see that their subordinates aren’t working for cross process, or check that there’s no duplicated tasks. To work in harmony to achieve the goals.
 5. Controlling – is one of the important task of a manager. The manager has to check and make sure works are being done and carried out properly, the standard of the work contains quality and everyone follows the policies.

v. Match the expressions given in column 1 with those given in column 2 Column 1	Column 2		
a) Management as a discipline 	iii) developed and grown through practice and research

b) Management as a process	iv) series of inter-related activities

c) Management as a group	i) team of managers

d) Management as a profession	ii) code of conduct for professionals



i.	The following table contains the functions, positions 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 the 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 Foremen
	ii Carrying out the operations and their supervision









Q.2. “Planning is looking forward; whereas controlling is looking back”. Explain this statement.	(7)


[image: ]Fundamentals of Administrative Management

Planning forward is to have a specific goal in mind to achieve, to see the business as whole then laid down policies and guidelines for the subordinates to follow, looking back is to check if their performance on the process is matching with the policies.  They must be able to look back and see that the work they do, is going smoothly according to the plan/policies. Planning isn’t working without looking back, and vice versa. These two steps are important and essential in every business and company, if they want to succeed as a whole. It’s a team work. 
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Case Study	(8)Total Marks: 30
ASSESSMENT # 2


The directors of Vision Tech have reorganised their business. William Davis is now Chairman, Vijhay Singh is 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?
Hierarchy of management are made of the three level of managements, they consist of Top-Level, Middle-Level and Low-Level Management in a company. These three levels of managements operate within a company as a whole, they have and carry out different type of roles, authority and responsibilities – to accomplish the objectives. 

2. How does William Davis know about any problems on the factory floor?
As the company’s directors had reorganized the business, William Davis is being recruited to the role as a Chairman. So, he’s informed by the director’s company. 

3. Who determines the objectives for the business?
William Davis, as he is the Chairman of the company. Thus, at the Top-Level of management.

4. Who will ensure that the work is carried out properly and on time?
Irene Roger, she’s the supervisor and has to check her subordinates are carrying out their tasks up to the company’s standard and the tasks are done properly on time.
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