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1. Can you define management?

2. What is the planning function in management about?

3. What 2 types of plans are there in the planning function and how often do they happen?

a.

b. 

4. What does the division of labour in organizing function mean?

5. How would you motivate your employees to work better?

6. What can you use your authority for in the controlling function of management?

a.

b.

7. What are 3 levels in the management hierarchy:

a. 

b.

c.

8. Technical skills of a manager are e.g.:

a. to operate a machine, to lead people, to program a computer

b. to operate a machine, to prepare a budget, to program a computer

c. to prepare a budget, to penalize employees, to program a computer

9. Why are human skills important for a manager?

10. What is correct?

a. Oral communication is only within the company.

b. Oral communication is within the employees only.

c. Oral communication should be clear and comprehensible to the listener.

11. Name 5 types of written communication:

a.

b.

c.

d.

e.

12. Name 5 positive qualities of              a manager:

a.

b.

c.

d.

e.

13. Name 5 negative qualities of              a manager:

a.

b.

c.

d.

e.

14. What kind of written communication do you find the most effective and why?

15. Can you imagine yourself to be a manager responsible for a company?

ANSWERS

1. Can you define management?

It´s about deciding who will do what and when and what money and other resources will be used and when.

2. What is the planning function in management about?

It´s scheduling of organization plans to achieve the goals and objectives. The first management function on which the others depend.

3. What 2 types of plans are there in the planning function and how often do they happen?

a. short-term plans = happening daily, weekly or monthly

b. long-term plans = happening in a longer time span, e.g. yearly, in years

4. What does the division of labour in organizing function mean?

It means that each worker repeatedly performs the same task and so their skills are improved and they are able to work better and quickly.

5. How would you motivate your employees to work better?

Students´own answers.

6. What can you use your authority for in the controlling function of management?

a. To reward your workers.

b. To penalise your workers.

7. What are 3 levels in the management hierarchy:

a. Top managers

b. Middle managers

c. Supervisory

8. Technical skills of a manager are e.g.:

b. to operate a machine, to prepare        a budget, to program a computer

9. Why are human skills important for a manager?

Students´own answers.

10. What is correct?

c. Oral communication should be clear and comprehensible to the listener.

11. Name 5 types of written communication: e.g.

a. memos

b. letters

c. reports

d. directives

e. press releases

Other possible answers: advertisements, sales brochures...

12. Name 5 positive qualities of                   a manager:

a. ambitious

b. reliable

c. active

d. bright

e. reasonable

Other possible answers: tactful, honest, sensible, positive, confident, enthusiastic...

13. Name 5 negative qualities of                  a manager:

a. arrogant

b. moody

c. furious

d. lazy

e. hostile

Other possible answers: argumentative, false, stubborn, negative, forgetful...

14. What kind of written communication do you find the most effective and why?

Students´own answers.

15. Can you imagine yourself to be         a manager responsible for a company?

Students´own answers.
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