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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. 
	Unit 3. Decision Making

Q: 1: What is decision making? Describe its importance for a manager.

Decision making is something everyone needs to do be it at work or at home. Deciding is choosing the best of different options you may have or if there is only one option, deciding whether to go ahead with that option. 
Options are even more important for Managers as not only do the decisions affect themselves, they make may well affect their customers, employees and suppliers. There are two types of decisions a manager can make:
1. The Routine Decision: This is usually the simpler decision to make and is usually a ‘yes or no’ decision meaning you normally have one or two options. For example, do it or don’t.
2. The Strategic Decision: This is usually more complex and will usually have more than one option. Usually, you will have a selection of choices/alternatives and will need to choose the one which will affect the least amount of people or will make the most impact depending on the desired outcome. These decisions may have a financial impact on the business.

Q: 2: Discuss the five steps of the decision-making process.
The Decision-making process is put into five steps:
1. Define the problem
Workout what the problem is, sometimes it is a lot easier to see the problem and not what is causing it.
2. Gather the Facts and Data
By gathering facts and data you can start to workout where the root of the problem is. Facts and data can be in the way of questioning people, stats from a computer system, assumptions, reports and research online. 
3. [bookmark: _GoBack]Organise the information
Once you have the information, it is important that you organise it by putting together obvious trends and data that has a lot in common. 
4. Develop Options
Once the information has been organised, you can start to look at developing different options. It is important here that you look at as many options as possible. Sometimes it can seem that there aren’t other options but most of the time there is.
5. Analyse the alternatives and make your decision
Once you have developed your options, you can then analyse them and look at what each alternative may give you as an outcome. Looking at alternatives will include weighing up the risks of each option, the costs and the success rate. Once you have found the right alternative, you have made your decision!
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