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What are the components of telecommunication network.
Ans. :
1. Computers


2. Switches


3. Transmission media


4. Communission softwares

What is controlling ?

Ans. :
  Controlling is the process of regulating organizational activities so that actual performance confirms fo expected organizational standards and goals.
Give steps in control process.

Ans. :
1. Establish standard.

2. Measure performance

3. Compare performance

4. Taake action

Listout critical point standards.
Ans. :
1. Physical standards.


2. Cost standards.

3. Capital standards.

4. Revenue standards.

5. Intangible standards.
What are the requirements of effective control ?

Ans. :
1. Tailoring controls to plans and position.


2. Tailoring controls to individual managers.

3. Exceptions at critical point.

4. Objectivity of controls.


5. Fitting controls to organizational climate.

6. Economy of control.


7. Control leading corrective actions.
What are dangers in budgeting ?
Ans. :
1. Overbudgetion.


2. Overriding Enterprise goals

3. Hiding inefficiencies

4. Inflexibility.
Difine MIS.

Ans. : MIS is a system which handles databases, process the data, provide end user computing facilities and give output in variety of forms.
List the applications of computers in management.
Ans. :
1. Budget preparation.


2. Simulating models.

3. Graphic presentation

4. Forecastion.

5. Maintaining databases.

Define productivity.
Ans :  Productivity is defined as the ratio of output to input.


Productivity  =   Output
                  

                 Input       

P  =             Goods and services produced


Labout + money +material + technology
What  are productivity problems ?
Ans. :
1. Less skilled labour force.


2. Less importance to R&D.

3. Less ambitious workers.

4. Workers loyalty.

5. Government policies.
Suggest some approaches for productivity improvement.
Ans. :
1. Formulate objective.


2. Knowledge workers.


3. Recognition of performance.

4.Principles and guidelies.
What is meant by direct control ?
Ans : In direct control the cause of unsatisfactory result is traced out and persons responsible are identified,than are asked to correct their practices.
Define preventive control.

Ans : A control technique in which better managers are developed and produed whocan apply concepts skillfully, techniques and principles.
What is the principle of preventive control.
Ans. :
The higher the quality of managers and their supordinates,there is less need for direct control.
Give advantages of preventive control.
Ans. :
1.Better accuracy.


2.Better understanding.


3.Aware of responsibility.


4.Control burdens are eliminated.

What are different types of budget ?
Ans. :
1.Revenue and expense budget.


2.Time space budget.


3.Capital expenditure budget. 


4.Cast budget.

Define operations management.
Ans : Operation management refers to activities necessary to produce and deliver a service as well as a physical product.
Define operations research.
Ans : Opperations research is the applications of scientific methods to the study of alternatives in a problem situation,with a view to obtain a qualitative basis for arriving at a bast solution.
Briefly explain brainstorming.
Ans : An approach to improve problem solving by encouraging suggestions and ideas from group or individual.
Define jop design.
Ans : The structuring of a job in terms of content,function and relationships,It may focus on individual positions and on work groups.
What is meant by MNC ?
Ans : Corporations headquartered in one country,but having operations in other countries.
Define sensitivity training.

Ans : A form of training based on behaviour and persons in groups and through undirected group interchange, designed to make these persons more aware of feelings and the feelings of others toward them.
Define social audit.
Ans : An audit of performance of an enterprise in those areas which have a significant social impact and importance.
What is value engineering ?
Ans : The analysis of the operation of a product or service, estimating the value of each operation,and attempting to improve the operation by trying to keep costs low at each step or part.
State the meaning of zero base budgeting .
Ans : Budgeting in which enterprise programs are divided into packages comprising goals,activities and need resources,and costs are calculated for each package from the ground up.
What is job design ?

Ans : The structuring of a job in terms of content, function and relationships.It may focus on individual positions or on work groups.
What is meant by MNC ?

Ans : Corporations headquartered in one country,but having operations in other countries.
Define sensitivity training.
Ans : A from of training based on behaviour and persons in groups and through undirected group interchange, designed to make these more aware of feelings and the feeling of others toward them.
Define social audit.
Ans : An audit of performance of an enterprise in those areas which have a significant social impact and importance.
What is value engineering ?

Ans : The analysis of theoperation of a product or service,estimating.the value of each operation, and attempting to improve the operation by trying to keep costs low at each step or part.
State the meaning of zero base budgetion ?
Ans : Budgeting in which enterprise programs are divided into packages.comprising goals,activities and need resources , and costs are calculated for each package from the ground up.
What is job design ?

Ans : The structuring of a job in terms of content,function and relationships. It may focus on individual positions or on work groups.

Who are the major contributors of management thoughts ?
Ans : 
1. Fredrick taylor.

2. Henry fayol.


3. Elton mayo

4. H.L.Gantt

5. F.B.Gilbreth.
What is centralization ?

Ans : when power are reserved for the central authority,it is called centralization.
What is decentralization ?
Ans : Decentralization is the systematic effort to delegate to lowest levels all authority except that which can only be exercised at central points.
State the advantages of organizations chart.
Ans : 
1. Clear understanding.


2. Understandable frame work of  authority.

3. Enforcement of accountability.

4. Useful for training.
Give the objectives of motivation.

1. To take initiative

2. To show dynamism

3. To be responsible and loyal

4. To work williningly and co-operatively

5. To have job satisfaction

List the main techniques of motivating employees in modern organization.

1. Momentary techniques

2. MBO.

3. Job based techniques

4. Sensitivity trainings

5. Supervisory techniques

6. Group based techniques.

 What are the objectives of sensitivity training?

i). To make the managers understand themselves.

ii). To make them more open mined.

iii).To develop insight into group process.

iv). To cultivate a systematic approach for motivation.

Point out objectives of budget.

1. Planning and Forecasting.

2. Co-ordination

3. Control operation

4. Means of communication.

 What is performance appraisal?

Performance appraisal is the systematic description of an employee’s job at strength and weakness.
 What is HRD?

HRD is the integrated use of 

1. raining and development

2. Organizational development

3. Career development.

 What is formal organization?

The structure of authority responsibility relationships deliberately created by management.

 What is informal organization?

A network of informal relationships arising spontaneously.

Define profession.

An occupation where in entry is limited to people with minimum educational qualifications, representative association, service motive and code of professional ethics.

Define professional management.

Management based on qualifications derived from education, training and experience rather than from ownership.

Define grapevine communication.

An organization’s informal communication network which arises spontaneously without the sanction of management.

List the advantages of better productivity.

1. Higher profitability

2. Employee welfare

3. Higher return to share holders

4. Customer satisfaction.

5. Less employee turnover.

Which factors affect the productivity of a firm?

1. Labour factor


2. Management factor.

3. Production factor.

4. Financial factor.

5. Government factor.

6. Sociological factor.

 Distinguish between authority and responsibility.

	Authority
	Responsibility

	It means the power and  rights of the superior to command or to make decisions.
	It is an obligation of the person to discharge the work assigned to him.


Which steps are involved in selection process?

1. Initial screening

2. Application sorting

3. Tests

4. Interviews

5. References

6. Interview

7. Medical check

8. Job offer.
What are different areas of training?

1. Knowledge

2. Attitude

3. Administrative and conceptual

4. Technical skills.

 What are advantages of training?

1. Higher productivity

2. Reduced Absenteeism

3. Assists new comers

4. Creates confidence

5. Positive attitude. 
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Define management?

Management is defined as the process of designing and maintaining an environment in which individuals working together in groups to achieve predefined goals.
Give functions of managers.

Planning

Organizing

Staffing

Leading

Controlling

Who is known as father of scientific management?

Frederick Winslow Taylor

Who is known as father of modern operation of management theory?
Henry Fayol

List management activities given by Fayol.

Technical

Commercial

Financial

Security

Accounting

State the Fayol s principle of management.

Division of work

Authority and responsibility

Discipline

Unity of command

Delegation of authority

Providing resources

What is departmentation?

Based on function, methods, product, territory and customer.
Define responsibility.

Responsibility means the obligation to carry out duties and achieve goals  

Related to position
Define authority

Authority is right to make decisions. Carry out actions and direct others

What is meant by delegation?

Delegation means assigning a part of managers work to others along with

Authority and responsibility necessary to achieve results

What is decentralization of authority? 

Decentralization of authority is the extent to which power and authority 
Are delegated to lower level in an organized structure
Define staffing 
Staffing isn defined as – fulfilling the manpower needs of the organization In an efficient manner

What is selection?
Selection is a process of making choice of individuals processing the required  
Qualifications and skills necessary to perform the job successfully
Give steps in selection

1. application form
2. short listing

3. testing 

4. interviewing
5. medical examination

6. offering position
Define training
Training is an act of increasing the knowledge and skill of an employee for doing 
A particular job

List phases of creativity
1. unconscious scanning

2. Intuition 

3. Insight

4. logical formulation
Define creativity 
Creativity is ability to produce large number of ideas quickly
What is innovation?
Innovation is application of ideas
Which techniques are used to enhance creativity?
1. Brainstorming  

2. synectics
What leadership means?
Leadership is the quality that enables a manager to expert a positive influence over 
The behaviour  of his subordinates
List the skills that a leader posses.
1.Technical skills
2.Interpersonal  skills
3.Conceptual skills

What is mean by trait?
Traits are distinct characteristic of an individual such as physical characteristics,  
Personality, skills, ability and social factors.

Define authoritarian leader
A behavioural style of leader who tends to make unilateral decision and centralizes 
Authority is called the authoritarian leader
What is meant by democratic leader style?
A behavioural style of leader who tends to involve the groups in decision making 
To delegate authority and encourage participation is called democratic leader
Define laissez faire
Leader who generally gives the group complete freedom, provide necessary materials 
Participates only to answer questions and avoids giving feedback to laissez faire type of 
Leadership

List out 4 function of leadership
1. Policy maker

2. Ideologist

3. Examplar

4. Planner 

Define   Motivation

Motivation  is a process of attempting to influence other to do your will through 
possibility of gain or reward

Which human needs are suggested by maslow?
1.physiological needs

2.safety needs
3.social needs

4.esteem needs

5.self actualization needs

List major motivation theories
1. Maslows need hierarchy  theory
2. Herzbergs two factor theory
3. Mcgregors theory x and theory y
4. Mcclelland  achievement theory
State motivation factor of herzberz theory?
 
1.Recognition
2.Growth

3.Nature of work
4.Responsibility

5.Achievement

State hygiene factors

1.Pay 
2.Working condition 

3.Benefits

4.Status
5. Security

State human needs suggested by MC CLELLAND
1. Need for achievement
2. Need for attilation 
3. Need for power

  Give motivating factors in job enrichment
      1.Achievement reposition
       2.Responsibility
       3.Challenge

  Define communication.
Communication is the exchange of message between people for the purpose of
  achieving common meaning

List the components of communication process

1.sender
 2.transmission     

3.receiver

4.feedback
5.noice

What are the causes of barriers in communication
1.Lack of planning

2.Un clarified assumption
3.Semantic distortion

4.Loss of transmission
5.Poor listening

Which communication factors are included in communication audit?
    1.communication network

2.communication policies
3.goal related behaviour
   Define  organization.
Organization  is a group of people working together to achieve a common goal
List the different forms of organization.
1.Sole proprietorship
2.Partnership
3.Joint stock company

4.Co-operative enterprise

5.Public enterprise
 Define planning

Planning is the management function that involves setting of goals and deciding  the best method to achieve  them
List the aspects to specify nature of planning
1.Contributing to mission and goal
2.Foundation of management
         3.Range of planning
List different types of plans
           1.Strategic plans

            2.Tactical plans
            3.Operational plans
  Two important planning tools are
               1.Budgets

               2.MBO

Give steps in planning process
              1.Mission

              2.Objectives

             3.Developing plans
              4.Goals attainment
 What is meant by decision making
           Decision is a choice whereby a decision maker comes to a conclusion about 
 How the alternatives are evaluated?
              1.Quantitative and qualitative factors
              2.Marginal analysis
              3.Cost effective analysis
  List the approaches for selecting alternatives
            1.experience

           2.experimentation

           3.Research analysis
   State types of decisions?
          1.programmed decision

          2.non-programmed  decision
   Define organizing.
        Organizing is a management function that focuses on allocating and arranging
          Human and non-human resources.

   List organization types?
1. line organization

2. functional organization

3. line and staff organization

   Define span of control.

              Span of control refers to the number of subordinates that are reporting to a 
               Manager

  What is organizational chart?
            An  organizational chart is a graphical model of the formal structure of an 
              Organization

  Give steps in organization process
          1.Determining objectives

          2.Determining required objectives
          3.Grouping the activities

         4.Assigning responsibility

