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PART- A (10 × 2 = 20 Marks)

Answer any TEN questions.

1. Management: 
· Management is an art of getting things done though people – Mary Parker Follet
· To manage is to forecast and plan, to organize, to command, to co-ordinate and to
Control – Henry Fayol. 

· Management is the art of knowing exactly what you want your men to do and then

seeing that they do it in the best and the cheapest way. – F.W Taylor.

2. Who is called manager: 
A manager is an individual who is responsible for overseeing and directing a team or a group of people within an organization. They are tasked with planning, organizing, leading, and controlling resources to achieve specific goals. 

3. MBO: 

It is a technique by which the superior and the subordinate jointly identify the objectives desired to be achieved by the subordinate in tune with the overall results expected.

4. How far planning is useful to management:  

Planning is crucial for effective management as it provides direction, reduces uncertainty, and enhances decision-making. It enables managers to set goals, allocate resources, and coordinate activities, leading to increased efficiency and better organizational outcomes. 
5. Informal Organisation: 
Keith Davis defines informal organisation as “a network of personal and social relations not established or required by formal organisation but arising spontaneously as people associate with one another.” 

6. Decentralisation: 
Decentralisation is referred to as a form of an organisational structure where there is the
delegation of authority by the top management to the middle and lower levels of management in an organisation. 

7. Merits of work from home: 
Working from home offers numerous advantages, including increased flexibility, cost savings, improved work-life balance, and enhanced productivity. Employees can create a schedule that suits their needs, save money on commuting and related expenses, and enjoy a better balance between work and personal life. 
8. Recruitment: 
Recruitment is the process of finding, attracting, and hiring individuals to fill open positions within an organization. It encompasses the entire journey from identifying a staffing need to onboarding the new employee. 
9. Two barriers of Communication: 
1. Semantic barriers: Semantic barriers are also known as language barriers. These barriers are caused due to improper communication between the sender and the receiver.
2. Psychological Barriers: Psychological barriers play an important role in interpersonal communication as the state of the mind of the sender or the receiver can make it difficult to understand the information that is conveyed, which often leads to misunderstanding.
3. Cultural barriers: Cultural barriers are those that arise due to lack of similarities among the different cultures across the world. A term that can be harmless in one culture can be regarded as a slang in another culture. 
10. Human elements be controlled: 
a. People know what is expected of them.

b. They have the skills to do their job correctly.

c. A combination of knowledge and skills can be utilized to meet program requirements.

d. An understanding of the consequences of failing to meet program objectives.

11. Authority: 
An authority is a person or institution that has recognized power, knowledge, or influence in a particular field or context. 
12. Departmentalization:
Departmentation is process of grouping activities and people onto department make it possible to expend organization. After reviewing the plan, usually the first step in the organization process is departmentalization. 

PART - B (5 × 5 = 25 Marks)

Answer any FIVE questions.
13. Levels of Management: 
1. Top Level Management: the top-level management derives its powers and authority directly from the owners of the enterprise. They are Board of Directors, Chairman, Managing Directors, COO, CEO etc. 

2. Middle Level Management: they are departmental managers (Head of Department) like

Production managers, Marketing managers, Personnel managers, Finance manager,

Regional manager and other managers.

3. Lower Level of Management: It is called as operating level management or supervisory

level. This is the level where actual operational work for the enterprise in the areas of

production, finance, marketing, personnel, etc is performed by workers. 

14. Kinds of Planning: 
a. long term planning: this plan is usually 5 to 15 years. It is also called as strategic planning. It prepares the business to face the effects of long-term changes. 

b. Medium term planning: it is known as tactical planning, the period covered by the medium-term plan is usually 1 – 5 years. 

c. Short term planning: it is known as operational planning the period covered is less than one year. 

15. Types of organisation structure: 

· Line Organization Structure
· Line and staff Organization structure
· Functional Organization structure
· Committee Organization structure
· Project Organization structure
· Matrix Organization structure 
16. Methods of selection of Employees:  
a. Preliminary Screening

b. Selection Test

c. Employment Interview

d. Reference and Background Checks
e. Selection Decision

f. Medical Examination

g. Job Offer

h. Contract of Employment 
17. Types of Communications:  
1. Verbal Communication

2. Written Communication

3. Nonverbal Communication

4. Electronic Communication

5. Formal Communication

6. Informal Communication

7. Upward Communication

8. Downward Communication

9. Lateral or Horizontal Communication

10. External Communication
18. Duties and Responsibilities of manager: 
Manager duties are the tasks and responsibilities that are expected when working as manager. These tasks help a business meet its daily and long-term goals. Managers will need certain skills to accomplish these duties. 

a. Leadership of the team
b. Set goals
c. Maintain a safe work environment
d. Maintain quality standards
e. Administrative tasks
f. Delegate tasks
g. Manage employees
h. Hire and staff teams
i. Train and develop
j. Develop current employees
k. Complete employee performance reviews
l. Monitor the business’s finances
19. Characteristics of Directing: 
· Continuing Function

· Pervasive Function
· Creative Function
· Linking function
· Management of Human Factor
PART - C (3 × 10 = 30 Marks)

Answer any Three questions.
20. Contribution made by Elton Mayo to management thought:   

Elton Mayo made a significant contribution to management thought through his work in the Human Relations Movement, particularly during the Hawthorne Studies in the 1920s and 1930s. His work marked a shift from the classical focus on efficiency and structure to understanding the human and social aspects of work. 
1. The Hawthorne Studies (1924–1932)

2. Human Relations Movement

3. Importance of Informal Groups
4. Employee Well-being and Morale
21. Steps of decision making: 

Decision-making involves a number of steps which need to be taken in a logical manner. The

scientific method of decision-making involves the following six steps:

a. Defining / Identifying the managerial problem,

b. Analyzing the problem,

c. Developing alternative solutions,

d. Selecting the best solution out of the available alternatives,

e. Converting the decision into action, and

f. Ensuring feedback for follow-up. 

22. Formal Organisation from Informal Organisation: 

	Basis for Comparison
	Formal Organization
	Informal Organization

	Meaning
	An organization type in which the job of each member is clearly defined, whose authority, responsibility and accountability are fixed is formal organization.
	An organization formed within the formal organization as a network of interpersonal relationship, when people interact with each other, is known as informal communication.

	Creation
	Deliberately by top management.
	Spontaneously by members.

	Purpose
	To fulfill, the ultimate objective of the organization.
	To satisfy their social and psychological needs.

	Nature
	Stable, it continues for a long time.
	Not stable

	Communication
	Official communication
	Grapevine

	Control mechanism
	Rules and Regulations
	Norms, values and beliefs

	Focus on
	Work performance
	Interpersonal relationship


23. Methods of Performance Appraisal: 
1. TRADITIONAL METHOD

a. Ranking Method

b. Paired Comparison Method

c. Grading Method

d. Forced Distribution Method

e. Check-List Method

f. Critical Incidents Method

g. Graphic Rating Scale Method

h. Essay Method

2. MODERN METHODS

a. Management by Objective (MBO)

b. 360-Degree Feedback Method

c. Assessment Centered Method

d. Behaviourally Anchored Rating Scale Method (BARS)

e. Critical Incident Method

24. Stages involved in the control process: 
The following are the steps involved in the control process:
1. Establishing standards and methods or ways to measure performance

2. Measuring actual performance

3. Determining if the performance matches with the standard

4. Taking corrective action and re-evaluating the standard

