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Instructions For This Workbook

Please answer ALL details in full in the space provided. Add additional paper if you need. Please write legibly and neatly to ensure you are assessed fairly. Please attach evidence to this workbook where instructed to do so. Note that this workbook can ONLY be submitted once completed in full and signed off by your supervisor or the management representative who has been assigned as your coach. 

	LEARNER DETAILS (Please Complete in Full and Neatly)

	FIRST NAME
	

	SECOND NAME
	

	SURNAME
	

	ID NUMBER
	

	NATIONALITY
	

	RACE
	

	GENDER
	

	DATE SUBMITTED
	
	

	
	
	Signature

	LEARNING MATERIAL SERIAL NO:
	

	ASSESSMENT DETAILS (Please Complete in Full and Neatly)

	ASSESSOR FULL NAMES
	

	ASSESSOR ID NO
	

	ASSESSOR ACCREDITATION NO
	
	

	
	
	Signature

	ASSESSMENT DECISION (√)
	C
	NYC

	MODERATOR FULL NAMES
	

	MODERATOR ID NO
	

	MODERATOR ACCREDITATION NO
	
	

	
	
	Signature

	MODERATION DECISION (√)
	C
	NYC


Formative assessment 1 
1. Draw an organogram of the structure of your organisation

2. Compare this to any of the organisation structures discussed in the learner guide, listing the advantages and disadvantages of both types of structure

3. Discuss the advantages and disadvantages of the following organisation structures:

· Matrix

· Functional

· Divisional 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


ORGANOGRAM

Formative assessment 2

	Describe the planning function of a manager in your own words.

	

	

	

	

	Describe the organising function of a manager in your own words

	

	

	

	

	Describe the activating function of a manager in your own words

	

	

	

	

	Describe the controlling function of a manager in your own words

	

	

	

	

	


Discuss how the HR Department works together with the other departments to ensure that wages, bonuses and overtime is paid on time in order to avoid low staff morale and labour unrest.
	

	

	

	

	

	

	

	

	

	

	

	


You are the wages clerk and have to ensure that the time sheets for employees are signed off by the supervisors or team leaders every Thursday afternoon, so that employees can be paid on Friday afternoons.  When you get the time sheets late, it makes your job more difficult, since you also work against deadlines and, as has happened in the past, when the incorrect payments were not make to employees they threatened to strike.  Management has threatened disciplinary action if this happens again.

You have to get time sheets from the following departments:

· Purchasing

· Production
· Despatch

· Finance

· Administration

How would you organize and coordinate your efforts to get the cooperation of the various departments?
	

	

	

	

	

	

	

	

	

	

	

	

	Name the steps in the delegation process.

	

	

	

	

	

	

	What is the difference between accountability and responsibility?

	

	

	

	

	

	

	Explain the difference between tactical plans and operational plans.

	

	

	

	

	

	Describe the decision-making function of a manager in your own words

	

	

	Describe the communication function of a manager in your own words

	

	

	Describe the motivation function of a manager in your own words

	

	

	Describe the coordination function of a manager in your own words

	

	

	Describe the delegation function of a manager in your own words

	

	

	Describe the discipline function of a manager in your own words

	

	

	Explain what is meant by the following resources: Man

	

	

	Material

	

	

	Machinery

	

	

	Methods

	

	

	Money

	

	

	Explain how the planning function and decision-making go together when goals and objectives are set.

	

	

	

	

	Explain how the organising function and decision-making work together to ensure that the standards set by the organisation are met.

	

	

	

	

	Explain how planning and communication work hand-in-hand to inform the relevant parties about decisions that were made and now have to be implemented.  Also explain how delegation is also part of this process.

	

	

	

	

	

	

	How do the controlling function and discipline relate to each other?

	

	

	

	

	

	

	Explain how planning and controlling can lead to changes being implemented.

	

	

	

	

	

	

	A lot has been said about management, their functions and responsibilities.  Discuss how management contributes to the success of an organisation.

	

	

	

	

	

	

	What do you think will happen if there was no management structure in an organisation and everyone was left to do their own thing without any control or measurement of their activities?
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