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Management 300: Chapter 1 Reading Questions
Q1
Management refers to the process, and all are activating that coordination and administration of tasks to achieve set goals in an organization. These activities include providing guidance in the development, maintenance and proper and prudence allocation of resources required to achieve the set goals (Lloyd & Aho, 2020). 
Q2
The four functions of management include planning, organizing, controlling and leading. 
Planning 
Planning refers to all the managerial activities that aim at creating a plan that would act as the roadmap in achieving organizational goals and objectives. Having a plan ensures that the manager continuously evaluates the performance of their team to assess whether they have achieved the tasks allocated to them (Lloyd & Aho, 2020). In addition, a plan would ensure there is a continuous evaluation of the organization's performance.
Organizing
This is a function that ensures the organization runs smoothly. The manager achieves this by setting policies and procedures that would provide a streamlined way of doing things by all employees (Fayol, 2016). In addition, the manager also creates an organizational structure so that the company remains in an organized manner, and work is well coordinated.
Controlling
This function is to ensure that the manager can take the necessary actions that would guarantee the smooth running of the organizational activities and processes to achieve organizational goals (Daft & Marcic, 2016). This can be achieved by monitoring the employees' activities so that they are working towards organizational expectations.
Leading 
As a manager, one has the role of being able to command and play a team leader in the organization. The manager is the person who initiates change and leads the organization in case of any reorganization that is needed to achieve the organizational goals (Daft & Marcic, 2016). The manager should be able to communicate with employees efficient and even solve conflicts between employees in the organization in an amicable manner.
Q3
The four levels of management are top-level, middle-level, Frontline managers and Team leaders.
Top-Level Managers 
These managers’ responsibilities include overseeing the activities of the whole organization and its control. According to Muteswa (2016), they are responsible for developing the organization's strategic plan, goals, policies and deciding the organization's direction.
Middle-Level Management
These managers' role is the execution and implementation of the decisions made by top-level management. Their responsibilities include execution of the plans and strategic plan developed, informing the frontline managers of the findings and plans made by the top-level management (Fayol, 2016). They also guide and provide motivation for lower-level management for better company performance.
Frontline Managers
These are low-level managers whose responsibilities include providing and informing the employees of the new policies and process in the company made by the top management. They assign duties and monitor their performance. They make recommendations and suggestions to the middle-level management on the various challenges facing the employees (Muteswa, 2016). They also provide information on the challenges facing the employees to the middle-level management hence acting as a channel of communication.
Team Leaders
These are employees who have been given the task of ensuring teams assigned various tasks are achieved. They are responsible for communicating the roles and responsibilities of each team member and what is expected of them. They supervise team members while performing their respective tasks in the team (Fayol, 2016). In addition, they act as a channel of communication between the team members and the frontline/low-level managers on issues affecting the team.
Q4
The three roles of a manager are interpersonal roles, decisional roles and information roles.
Interpersonal Roles
This refers to the relationship that the manager has with others. They include figurehead, liaison and leader. The manager, as their extended position acts as figurehead and commands due to their formal authority in the organization. The manager is a leader must bring together the needs of the company and that of the people working under them (Daft & Marcic, 2016). As a liaison role, the manager must have good relations in the horizontal relations within the organization.
Decisional Roles
This role involves entrepreneurial, allocation of resources, negotiation and handling disputes within the organization. The manager initiates any form of change and also taking actions that are necessary to ensure that the organizational goals and objectives have been achieved. 
Informational Roles
The manager has a role regarding informational flow in the organization. They collect and disseminate information on the various issues in the organization. Transmission of any information within and without the organization is the role of the manager. 
Q5
When hiring a manager, any company looks for the following qualities in the individual;
The ability to communicate skillfully so that they can receive and disseminate information as required.
Being decisive in decision making since it is a crucial role for the manager and affects the performance of the company.
Being able to work well with the employees so that they can work as a team and achieve organizational goals.
A company would a hire a manager who is confident in what they do as this is needed to boost the morale of the other workers as they look up to the manager to lead them in achieving the company's objectives.
The manager must be responsible and acknowledge that they are in charge and answerable to all the activities taking place in the organization. They will be blamed in case things do not go well in the company (Lloyd & Aho, 2020).
They must have good analytical skills so that they can make good choices on the various opportunities and challenges that would face them while working in the company.
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