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INDIAN SCHOOL MUSCAT 

SENIOR SECTION 

         DEPARTMENT OF COMMERCE AND HUMANITIES 

CLASS XII 

BUSINESS STUDIES (054) -2018-19 

 WORK SHEET  1  

CHAPTER 1 NATURE AND SIGNIFICANCE OF MANAGEMENT 

Q. No.  

1 Define Management. 

“Management is the process of designing and maintaining an environment in which individuals, 

working together in groups, efficiently accomplish selected aims.” Harold Koontz and Heinz 

Weihrich. 

 

2 State the characteristics /features of management. 

(i) goal oriented process - An organisation has a set of basic goals which are the basic reason for 

its existence. 

 (ii) all pervasive - The activities involved in managing an enterprise are common to all 

organisations whether economic, social or political. 

 (iii) multidimensional - Management is a complex activity that has three main dimensions.  

 (iv) continuous process - The process of management is a series of continuous, composite, but 

separate functions (planning, organising, directing, staffing and controlling). 

 (v) group activity - An organisation is a collection of diverse individuals with different needs. 

 (vi) dynamic function - Management is a dynamic function and has to adapt itself to the 

changing environment. 

 (vii) Intangible force - Management is an intangible force that cannot be seen but its presence 

can be felt in the way the organisation functions. 

 

3 What are the Objectives of management? 

Management fulfills three basic objectives:  

Organisational - Management is responsible for setting and achieving objectives for the 

organisation. Survival, Profit and Growth. 

social - It involves the creation of benefit for society. 

Personal - Organisations are made up of people who have different personalities, backgrounds, 

experiences and objectives. 

 

4 What are the different Levels of Management ? 

  Management is considered a three-tier activity.  

The top management focuses on determination of objectives and policies,  

middle management attempts to achieve these objectives through the effort of other managers 

and supervisory or operational management directly oversees the efforts of the workforce. 

 

5 What is meant by coordination? State it’s any four features? 
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Coordination is the process by which a manager synchronises the activities of different 

departments towards the achievement of a common goal. 

Features of co-ordination (nature or characteristics): 

(i) Coordination integrates group efforts: Coordination unifies unrelated or diverse interests 

into purposeful work activity. 

(ii) Coordination ensures unity of action: The purpose of coordination is to secure unity of 

action in the realisation of a common purpose. 

(iii) Coordination is a continuous process: Coordination is not a one-time function but a 

continuous process. 

(iv) Coordination is an all pervasive function: Coordination is required at all levels of 

management due to the interdependent nature of activities of various departments. 

(v) Coordination is the responsibility of all managers: Co-ordination is the function of every 

manager in the organisation. 

(vi) Coordination is a deliberate function: A manager has to coordinate the efforts of different 

people in a conscious and deliberate manner. 

 

6 What is Effectiveness and Efficiency in management?  
 Effectiveness in management is concerned with doing the right task, completing activities and 

achieving goals. In other words, it is concerned with the end result. 

Efficiency means doing the task correctly and with minimum cost. There is a kind of cost-

benefit  analysis involved and the relationship between inputs and outputs. 

 

7 “Management is multidimensional” . Discuss. Or Why is management considered a multi-

faceted concept? 

Management is a complex activity that has three main dimensions. These are: 

(a) Management of work: All organisations exist for the performance of some work. 

(b) Management of people: Human resources or people are an organisation’s greatest asset.  

(c) Management of operations: No matter what the organisation, it has some basic product or 

service to provide in order to  survive. 

 

8 What are the importance of management? 

(i) Management helps in achieving group goals: Management is required not for itself but for 

achieving the goals of the organisation. 

(ii) Management increases efficiency: The aim of a manager is to reduce costs and increase 

productivity 

(iii) Management creates a dynamic organisation: All organisations have to function in an 

environment which is constantly changing. 

(iv) Management helps in achieving personal objectives: A manager motivates and leads his 

team in such a manner that individual members are able to achieve personal goals while 

contributing to the overall organisational objective. 

(v) Management helps in the development of society: An organisation has multiple objectives 

to serve the purpose of the different groups that constitute it. 

 

9 List the functions of the Top level of management. 

(i) Top level managers are responsible for the welfare and survival of the organisation.  

(ii) They analyse the business environment and its implications for the survival of the firm.  
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(iii) They formulate overall organisational goals and strategies for their achievement. 

(iv) They are responsible for all the activities of the business and for its impact on society. 

 

10 

 

 

 

 

 

11 

List the functions of the Middle level of management. 

(i) Middle management is responsible for implementing and controlling plans and strategies 

developed by top management. 

(ii) They are responsible for all the activities of first line managers.  

(iii) Their main task is to carry out the plans formulated by the top managers 

 

List the functions of the Supervisory or Operational Management. 

(i) Supervisors directly oversee the efforts of the workforce.  

(ii) They interact with the actual work force and pass on instructions of the middle management 

to the workers.  

(iii) Through their efforts quality of output is maintained, wastage of materials is minimised and 

safety standards are maintained. 

 

12 What are the functions of management? 

Planning is the function of determining in advance what is to be done and who is to do it. 

Organising is the management function of assigning duties, grouping tasks, establishing 

authority and allocating resources required to carry out a specific plan. 

Staffing  is finding the right people for the right job. 

Directing involves leading, influencing and motivating employees to perform the tasks assigned 

to them. 

Controlling is the management function of monitoring organisational performance towards the 

attainment of organisational goals. 

13 What is art?  

Art is the skillful and personal application of existing knowledge to achieve desired results. 

14 “Management is an Art”. Discuss the features of art. 

Management is an Art because of the following features: 

(i) Existence of theoretical knowledge: Art presupposes the existence of certain theoretical 

knowledge. 

(ii) Personalised application: The use of this basic knowledge varies from individual to 

individual. 

(iii) Based on practice and creativity: Art involves the creative practice of existing theoretical 

knowledge. 

 

15 What is Science? 

Science is a systematised body of knowledge that explains certain general truths or the operation 

of general laws. 

16 What are the basic features of science? 

(i) Systematised body of knowledge: Science is a systematic body of knowledge. 

(ii) Principles based on experimentation: Scientific principles are first developed through 

observation and then tested. 

(iii) Universal validity: Scientific principles have universal validity and application. 

 

17 What are the features of Profession? 
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(i) Well-defined body of knowledge: All professions are based on a well-defined body of 

knowledge that can be acquired through instruction.  

(ii) Restricted entry: The entry to a profession is restricted through an examination or through 

acquiring an educational degree. 

(iii) Professional association: All professions are affiliated to a professional association which 

regulates entry, 

(iv) Ethical code of conduct: All professions are bound by a code of conduct which guides the 

behaviour of its members. 

(v) Service motive: The basic motive of a profession is to serve their client’s interests by 

rendering dedicated and committed service. 
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