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SECTION A   (10X2=20 Marks)

1. Administration focuses on setting policies and making high-level decisions, while management involves implementing those policies and overseeing day-to-day operations.
2.  It is a system where a worker is under the guidance of several specialists (foremen) who supervise specific functions like quality control, maintenance, etc., rather than a single supervisor.
3.  Strategic planning is the process of defining an organization’s long-term goals and developing plans to achieve them, typically covering 3-5 years.
4. Improves employee motivation by involving them in goal-setting. Enhances performance by providing clear objectives and performance measurements.
5. In a matrix structure, employees report to two or more bosses, typically both functional and project managers, promoting flexibility but potentially causing confusion in authority.
6. Features of a Good Organization Structure: Clarity in roles and responsibilities for efficient work. Flexibility to adapt to changing conditions in the market or environment.
7.  Performance appraisal is the process of evaluating an employee's job performance against set objectives and providing feedback to enhance future performance.
8. Recruitment is the process of attracting candidates, while selection is the process of choosing the most suitable candidate from the pool of applicants.
9. An example of autocratic leadership is a military leader who makes decisions without input from others. Feature: The leader makes all decisions and expects obedience.
10. Hygiene factors (e.g., salary, work conditions) prevent dissatisfaction. Motivators (e.g., achievement, recognition) enhance job satisfaction.
11. Vestibule training is a method of training employees in a simulated work environment that closely resembles the actual work setting but without the pressures of real-time production.
12.  Two Needs for Departmentalization: Specialization: To group tasks by skill set for efficiency. Control: To manage and monitor operations more effectively.

SECTION B   (5X5=25 Marks)
13. Peter Drucker is known as the father of modern management. He introduced concepts such as "management by objectives" (MBO), emphasizing the importance of setting clear goals for both individuals and organizations. Drucker also focused on decentralization, innovation, and the importance of customer satisfaction, shaping the way businesses approach strategic management, leadership, and performance evaluation.
14. The ideal decision-making process involves several key steps: first, identify the problem; second, gather relevant information; third, evaluate alternatives; fourth, make a decision; fifth, implement the decision; and finally, monitor and assess the outcomes. It requires a systematic approach, weighing both short-term and long-term impacts, to ensure optimal decisions.
15. Span of management refers to the number of subordinates a manager can effectively supervise. Factors affecting this span include the complexity of tasks (more complex tasks may require a narrower span), the skill level of employees (more skilled workers can be managed with a wider span), and the geographical dispersion of employees (wide dispersion often results in a narrower span). Organizational culture and the level of management also play a role.
16. Recruitment can be sourced internally or externally. Internal sources include promotions, transfers, or employee referrals, offering the benefit of familiarity with the organization's culture. External sources include job portals, campus recruitment, recruitment agencies, and social media, which provide a broader talent pool but may require more time for acclimatization.
17. [bookmark: _GoBack]A manager focuses on planning, organizing, and controlling to achieve organizational goals, often using authority and systems. A leader, however, motivates, inspires, and guides people towards achieving a vision, often through influence. Key qualities of a present-day leader include: Emotional intelligence, Adaptability, Visionary thinking, Effective communication and Integrity and other suitable answers from students. 
18. Companies can address challenges faced by women employees by implementing policies like flexible work hours, providing equal opportunities for career advancement, offering mentorship programs, and establishing anti-harassment protocols. Creating a supportive work environment that promotes work-life balance and recognizes the value of diversity can help retain and motivate female employees.
19. Merits: Decentralization improves decision-making speed, empowers lower-level managers, encourages innovation, and allows managers to respond quickly to local issues.
Demerits: It can lead to inconsistency in decision-making, a lack of coordination between departments, and difficulties in maintaining control over the organization’s overall strategy. Balancing decentralization with central control is key for success.

SECTION C (3X10=30 Marks)

18. Students own answer to support and justify their answers in a logical manner should be seen. 
19.  A company should follow a structured selection procedure that typically includes several key stages:
· Job Analysis: Define the job requirements and qualifications needed.
· Sourcing Candidates: Attract candidates through job advertisements, recruitment agencies, or internal referrals.
· Screening and Shortlisting: Review resumes and applications to filter suitable candidates.
· Interviews: Conduct interviews to assess candidates' skills, experience, and cultural fit.
· Testing: Use assessments or tests to evaluate technical skills, problem-solving, or personality traits.
· Reference Checks: Verify candidate information through references from previous employers or colleagues.
· Job Offer: Extend an offer to the selected candidate, with terms and conditions clearly stated.
20. Managerial  functions can be classified into five core categories:
1. Planning: Setting goals and determining the best course of action to achieve them.
2. Organizing: Arranging resources and tasks to implement the plan.
3. Staffing: Recruiting, training, and placing the right people in the right roles.
4. Leading: Motivating and directing employees to achieve organizational goals.
5. Controlling: Monitoring and evaluating progress to ensure that goals are being met and making adjustments as needed. These functions work together to ensure that the organization operates efficiently and effectively.
21. The statement "Planning is an intellectual process, the conscious determination of courses of action on the basis of facts and estimates" highlights that planning is a thoughtful and deliberate process based on data, experience, and predictions. The steps involved in the planning process are:
· Setting Objectives: Defining clear, measurable goals.
· Analyzing the Environment: Gathering information about internal and external factors that may impact the plan.
· Developing Alternatives: Considering various ways to achieve the goals.
· Evaluating Alternatives: Assessing the feasibility, risks, and benefits of each alternative.
· Making a Decision: Selecting the best course of action.
· Implementing the Plan: Taking the necessary steps to execute the plan.
· Monitoring and Review: Continuously assessing progress and making adjustments as needed.
22. Barriers to effective communication can include:
· Language Barriers: Misunderstandings due to different languages or jargon.
· Physical Barriers: Distance or poor technology affecting communication.
· Emotional Barriers: Prejudices, stress, or emotions that influence how messages are received.
· Cultural Barriers: Differences in cultural norms and expectations.
· Perceptual Barriers: Misinterpretation due to personal biases or assumptions.
To overcome these barriers, companies can:
· Promote active listening and encourage feedback.
· Provide training on effective communication and cultural sensitivity.
· Ensure clarity in messaging by using simple language and clear visuals.
· Utilize technology effectively to bridge physical distance gaps.
These steps foster a more open, inclusive, and clear communication environment.


