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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. 
	1.

I. Define the term  ‘Management”. 

“Management is what a manager does”- Louis Allen

Management can be defined as the process of an organization‘s administration in its business operations. Management involves various interlocking activities in order to achieve the aims and objectives of a company. Some of these activities are, leading and controlling, organizing, coordination and communication and staffing. The management process is usually assigned to an individual or a group of individuals who work together, are given an indicated time frame and a number of resources to achieve their goals. An individual who manages is referred to as a manager and may have a team working under them. Managers are also designated in different departments to work specifically on a sector they specialize in. Examples of department managers are, marketing manager, operations manager and accounts manager.  


II. List different levels of management.

There are 3 different levels of management. They are:
· Top-Level Management
· Middle-Level Management
· Lower-Level Management









III. Define the term ‘equity’ as a principle of management.
Equity is one of the 14 principles of management, established by Henry Fayol’s study.
Equity as a principle of management is the motivation given to employees by treating them with fairness, good ethics and righteousness. Having a good balance of all these aspects motivates staff to work to optimum levels as they feel they are being treated correctly. For instance, a department manager would expect earn a higher salary than a receptionist as the responsibility and workload would be completely different. If the manager were being paid the same as a receptionist, he/she would perceive this as unfair and feel demotivated to work. An employee that feels they are being treated with high equity would feel more motivated to work.

  

IV. State the various functions of management.

There are numerous functions of management that a manager or team of managers must execute. Through extensive research from various experts, the 5 main functions of management are: 
· Planning
· Organizing
· Commanding
· Coordinating
· Controlling

These 5 functions are quite broad and some may have difficulty with task designation because of this, however these functions are still used in almost all organizations and continuously taught. 

Planning – a management activity that requires the ability to create a path or guide into the future to achieve the goals of an organization. Planning is used set specific time frames, allocate budgets and determine which resources and how many resources are required for tasks. Planning is highly important because it gives an insight on how the organization can effectively reduce the time in achieving its goals in the most efficient way. It also allows decisions to be made faster by top -level management and gives a company a clear perspective.
 
Organizing – is the process of discerning the objectives and then delegating to the right teams which activity is required from each team member. This sets a clear indication of who is responsible for the various tasks and enables those appointed to become experts in their fields. Organizing is crucial for effective administration as it helps in avoiding mistakes and staying on the right track. For example, an individual is assigned to carry out all marketing tasks of the organization. Once this has been communicated it will clear any confusion of who is responsible for marketing and ensure work is not duplicated.

Commanding – is the communication of a managers expectations to their staff members. A manager must make certain that they have assigned the work amongst their subordinates and thereafter direct, supervise and motivate them to complete the task to the best of their ability. Commanding is vital as clarifies the company goals and policies and gives clear direction to each team member. Managers must also adhere to company policies and treat staff in accordance to the policy. 

Coordinating – is the task of the manager to have each department working compatibly with one another. Working in consonance helps an organization achieve its goals quicker and more efficiently. Coordination is essential as it allows a manager to see that no duplications of tasks occur and different departments are not working for the same purpose. Coordinating also helps departments work together more effectively to achieve the company aims. 

Controlling – is a key task in a managers role. Controlling requires a manager to assure that each department and team member is working up to the standards and policies of the company. This also aids on monitoring subordinates performance and helps in the future planning of the business. Having a good level of control in an organization is an essential factor for the success of the business because can highlight those not working at the benchmark and allow corrective action to be taken. This ultimately improves the efficiency of tasks and allows further growth and expansion for both the business and its employees.






V. Match the expression given in column 1 with theses given in column 2.

	Column 1

	Column 2

	Management as a discipline

	Team of managers

	Management as a process

	Code of conduct for professionals

	Management as a group
	Developed and grown through practice and research

	Management as a profession

	Series of inter-related activities 






i) 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

	
A) Departmental heads and managers
	
i) Identifying the departmental objectives and guiding lower level towards achievement of those objectives

	
B) Middle

	
B) Board of directors and chief executives 
	
ii) Carrying out the operations and their supervision

	
C) Lower

	
C) Supervisors and foreman
	
iii) Defining the objectives and formulating the policies





A) Top – Board of directors and chief executives - Defining the objectives and formulating the policies
B) Middle – Departmental heads and managers – Identifying the departmental objectives and guiding the lower level towards those objectives
C) Lower – Supervisors and foreman - Carrying out the operations and their supervision




2. “Planning is looking forward; whereas controlling is looking back”. Explain the statement. Explain: This requires you to give detailed explanation of the idea supported by examples.
There is a strong relationship between both planning and controlling in management. Planning involves identifying the businesses goals and then formulating strategies to achieve these goals. Management must be able to look ahead and decide what is required in order for the company to attain its future goals. For example, a grocery store has completed another year in trade and is now required to plan for the New Year. Firstly it must distinguish the store’s goal for the next year. Thereafter, the manager or management team must begin planning how to achieve these aims. If the aim of the store is to increases profits by 10%, the manager(s) must be able to successfully predict what products will help them achieve this goal, how will they obtain more product variety for consumers, will they cut back on some products that do not sell and increase on products that are high in demand	 and many others decisions amongst this. Consequently, planning is looking forward as it requires thinking in advance and deciding how a company will achieve its goals. 
On the other hand, controlling requires managers to assess previous performance by looking back and evaluating the past. Let’s go back to the grocery store, if the managers desire to have good control they must ensure the work completed is done according to the set standard. If an employee has been assigned to carry out marketing tasks to bring in more consumers to the grocery store, the manager must look back at their work for the duration of time and assess whether the work was satisfactory. Thus, controlling can be seen as looking back or in the past for the purpose of evaluation and correction. 
Planning and controlling are integral for all business to succeed and run smoothly. Without looking back into the past a business will not be able to successfully plan for the future. 





Case Study

The directors of Vision Tech reorganized their business. William Davis is now chairman, Vijhay Singh finance manager, and Irene Rogers is the floor charge (supervisor).

Keeping in view the above situation answer the following questions:

1. What is meant by the hierarchy of management?
Hierarchy is the classification of the different levels of management, ranking from the top to the bottom. Usually at the top of any hierarchy is the head of the organization or the most senior position and the lower levels are usually those who are supervised by those above them in the team. It also shows whom each individual or team would have to report to within the organization. 









Example of a hierarchy

 



In this case, William Davis would be at the top of the hierarchy as Chairman. Vijhay Singh would report directly to William and would come at mid level in the hierarchy. Irene Rogers would come lower in the hierarchy as the supervisor. 







2. How does William Davis know about any problem on the factory floor?
As the chairman, William Davis will have the department heads reporting directly to him. In this case, William will be aware of any problems on the factory floor as Irene Rogers, the supervisor, would report to her department manager who would then report to William. This structure shows a clear reporting system, which makes communication much easier and efficient. 

3. Who determines the objectives for the business?
William Davis would be responsible as the chairman to determine the objectives for the business. Once the aims have been established for the business it is William’s responsibility to ensure he sets out the objectives and assigns the correct departments to carry out the necessary work. 

4. Who will ensure that the work is carried out properly and on time?
As the supervisor of the floor, Irene Rogers is responsible for ensuring that all work is carried out properly and on time on the floor. Vijhay Singh as the finance manager must ensure that his department is working up to the standard and in the given time. William Davis will see and monitor the overall performance of each department and the business. 
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