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Theories, processes, and functions of management
Classical approaches to management
Scientific approach- this approach focuses on "one best way" to do a job. This approach is also called Taylorism and emphasizes analyzing workflows to improve labor productivity. Frederick Taylor created the approach.

Administrative approach- this approach was put forward by Henri Fayol. This approach focused on efficiency through management training and behavioral characteristics. Fayol focused on a top-down approach to management (Efthymiou & Yacoub, 2016).
Behavioral approach- the behavioral perspective of management began in the 1920s with theorists such as Abraham Maslow and Mary Follett. Maslow created his hierarchy of needs theory. The theory showed that workers were motivated through a series of lower-level to higher-level needs. 

Max Weber created the bureaucratic approach- this approach to management. The hierarchical organization characterizes management. Weber's classical theory of bureaucracy contributed to a management approach that required an authority to be set to encourage a productive workplace (Efthymiou & Yacoub, 2016).
General approach- this approach developed a standard method of performing each job. The particular job was done by specific workers who had the appropriate abilities. Workers were trained conventionally. Wage incentives were extended to workers to motivate them.  


Contemporary approaches to management
Contingency approach- this is a management approach that says that organizations are different, face different situations, and require different ways of managing. According to this theory, the best style of management depends on the context of the situation.
Quantitative approach- a management approach that involves quantitative techniques such as statistics to improve decision making (Schroeder, 2000).
Sociotechnical system approach- this is an approach to job design that tries to redesign tasks to optimize the operation of new technology while preserving human aspects of work.

System approach-this approach stresses the interactive nature and interdependence of internal and external factors in an organization. Internal factors include capital and employees. The external environment includes market, competitors, population, and government factors (Schroeder, 2000).
Four functions of management
The four functions of management are planning, organizing, directing, and controlling.

Planning- the manager creates a detailed action plan to achieve a specific organizational goal. The step involves mapping out how to accomplish a particular purpose. 

Organizing- this where managers organize their team and materials according to the plan. This involves assigning work and granting are some of the elements of organizing (Liphadzi et al., 2017).

Directing- this function involves guiding, motivating, cheering, and stimulating the human factors of production in an organization. Managers should motivate and direct all subordinates to get the work done. 

Controlling- this is the process of checking whether or not the necessary progress is being made towards achieving the goals and making any corrections in case of deviation. This function involves continuously checking the results against goals and taking any corrective actions to ensure the plans are on track (Liphadzi et al., 2017).

Theories in a business environment
2 a)
The quantitative method is used in calculating the loss/profits of a business. The approach is also used in making other calculations like expenses and costs. The administrative theory emphasizes the division of labor, a practice that is utilized by many organizations today. Many organizations use division of labor as it reduces the span of attention for one person or group. This, in turn, increases the productivity of the organization. Weber's bureaucracy theory is still used today by many organizations. The bureaucratic rules are essential in maintaining order and decency in the organization. The hierarchical structure of offices is helpful in command of organizations. The authority was vested in official positions and not in the personalities that held these posts. This is a beneficial tool in organizations today because credit is given to the positions and not the person holding the office. 

2 b)
Warren Buffet 
He is the Chairman and CEO of Berkshire-Hathaway. He has influenced today's business by encouraging organizations to be reputable. He says that it takes a lot of time to build a reputation but takes a very short time to ruin it. 

Jeff Bezos
Jeff Bezos is the founder and, Chairman and Chief Executive Officer of Amazon. He has influenced today's business by emphasizing keeping the reputation of an organization. He says that a brand for a company is like a reputation for a person. 

Marry Barra
She is the CEO of General Motors. Her contribution to business management today is based on treating employees well. She sees employees as the only source of success in business. This has helped many companies to succeed by using this technique. Employees play a very critical role in the success or failure of businesses today. Treating employees well is the key to success in business, according to Barra. She encourages organizations to win the hearts and minds of employees for them to have better business success. 
Jack Ma
He is the founder and chairman of Alibaba Group. His contribution to business management is about competitors. He advises organizations to learn from their competitors but never copy them. This is a constructive idea today as many businesses struggle to cope with the competition. Some of them end up dealing with their competitors. Jack Ma has given organizations tips about coping with competition.


3. Leadership roles in business
Trait leadership
Trait theory looks at the personality, social, physical, or intellectual capabilities of leaders. The theory attempts to isolate characteristics that differentiate leaders from non-leaders. The traits theory looks at the following six traits in leadership: drive, self-confidence, intelligence, honesty and integrity, and desire to lead.
Behavioral approach
This theory describes leaders in what they do. The theory attempts to isolate behaviors that distinguish effective leaders from ineffective leaders.
The leader-member exchange theory (LMX) is an approach to leadership that focuses on the two-way relationship between leaders and followers. According to the theory, leaders develop an exchange with their subordinates’ decisions and responsibilities (Carleton et al., 2018).

Situational leadership
This is a flexible leadership style, it allows leaders to modify the style of management to suit the requirements of the organization. Leaders weigh the many variables in their workplace and choose the leadership style that best fits their circumstances and goals. According to this theory, there is no single leadership style that is the best. Effective leaders are those who can adapt their style to the situation at hand (Carleton et al., 2018).
The five leadership models are Telling (S1), Selling (S2), participating (S3), and delegating (S4) models.
Differences between leading and managing
Managers focus on things while leadership focuses on people.

Managers do things right while leaders do the right thing.
While managers plans, leaders inspire.
Managers control while leaders build.
Leaders influence while managers organize.
Leadership is proactive, while management is reactive.

Similarities between leading and managing
Both leaders and managers perform the four functions of management: planning, organizing, directing, and controlling (Liphadzi et al., 2017).

Both roles involve interacting with people.
In both cases, the manager or the leader is in a position of power and can influence the people he/she is leading/managing.  
Describe one-way and two-way communication and its advantages and disadvantages 
Communication that is sent from the sender to the receiver, and there is no feedback is a one-way communication or linear communication while a two-way communication is a transmission whereby two parties are involved in a communication. These types of communication can be telephone conversations; this type of communication allows the sender to get feedback from the receiver; it requires negotiation that the sender and receiver listen to one another then the receiver interprets the message and responds (Liphadzi et al., 2017).

The advantage of one-way communication is that it allows the sender to control the communication ensuring the message is not distorted by and interference and its disadvantage is that it lacks feedback as the sender has no opportunity of listening from the receiver and this makes impossible for the sender to understand if the receiver has agreed with the communicated information.

The advantage of two-way communication is that it’s very efficient as it allows both parties to interact and ensure the two parties get the message properly as it enables interaction. Its disadvantage is that it is slower as it consumes more time during communication.
 B. Importance of upward, downward and horizontal communication
 Upward communication is vital as it enables employees to make suggestions and give views about management. The downward communication assists the employer in allocating work duties to his subordinate staff; it also helps in training the employees. Horizontal communication is the one that enables communication on people of the same level and can allow multiple deliveries of the same message in a short time during email.

Communication problems to avoid
•	Difficulty communications should be avoided
• We should avoid unpreparedness before communication

•	Assuming that the message has been understood
• Accidental violation of people's privacy.

Advantages and Disadvantages of using electronic media
One merit of electronic communication is that it allows wide coverage of information transfer to all workers at speedy transmission as it takes only a few seconds for the message to be delivered and at a low cost as email can be used. Secondly, this mode of communication allows the exchange of feedback. The disadvantages of electronic media are that undelivered messages cannot be retrieved, and this type of communication requires enormous investments for infrastructural development.

Conclusion
I did not know the difference between leadership and management. I thought they mean the same thing.
I agree with Mary Barra that employees are the source of success in business. Organizations must treat their employees well for them to succeed. I knew employees are essential in the success of an organization but did not think they are so crucial in the success of a business. 
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