POSTTEST KEY
OBJECTIVE A

1.
c
To accomplish the business’s goals. Management is the logical process of coordinating 
resources, such as money and employees, to accomplish an organization’s goals. Some ways that management can do this are by obtaining needed resources and creating a 
good working atmosphere in which workers can be as productive as possible.  
(5 points)


2.
d
To have realistic expectations for workers. Even though managers don’t do the actual jobs, it is important for managers to understand the jobs of the workers they supervise. This helps managers to know how workers should do the work, to be realistic in the amount of work they expect workers to complete, or even to fill in when workers are 
absent or there is an emergency situation of some kind. Managers do not need to know how to do the work to establish a chain of command. Coordinating employees’ efforts 
and creating a team spirit are managerial responsibilities that improve the output of 
workers but are not related to managers’ knowledge of the jobs to be done.  
(5 points)


3.
a
Planning. Planning is the management function of deciding what work will be done and how it will be accomplished. Planning involves setting goals, identifying necessary resources and methods of achieving those goals, and determining dates for completing tasks and projects. Directing is the management function of providing guidance to workers and work projects. Organizing is the management function of setting up the way the business’s work will be done. Controlling is the management function that monitors the work effort.  
(5 points)


4.
d
Organizing. Organizing is the management function of setting up the way the business’s work will be done. Directing is the management function of providing guidance to workers and work projects. Controlling is the management function that monitors the work effort. Planning is the management function of deciding what will be done and how it will be 
accomplished.  
(5 points)


5.
c
Staffing. Staffing is the management function of finding workers for the business. When 
a manager staffs the firm, s/he is locating workers to fill job positions. Controlling is the management function that monitors the work effort. Directing is the management function of providing guidance to workers and work projects. Planning is the management function of deciding what will be done and how it will be accomplished.  
(5 points)

POSTTEST KEY (cont’d)

6.
a
Directing. Directing is the management function of providing guidance to workers and work projects. Part of directing involves motivating and leading workers to accomplish the business’s goals. Managers use their skills to develop a team spirit among employees, and they motivate employees by rewarding them for their hard work. Controlling is the management function that monitors the work effort. Planning is the management function of deciding what will be done and how it will be accomplished. Organizing is the management function of setting up the way the business’s work will be done.  
(5 points)


7.
d
Controlling. Controlling is the management function that monitors the work effort. Planning is the management function of deciding what will be done and how it will be accomplished. Directing is the management function of providing guidance to workers and work projects. Organizing is the management function of setting up the way the business’s work will be done.  
(5 points)


8.
b
Technical skills. Although many managers don’t perform the specific tasks, they need to understand the technical aspects of the business. They need to be able to answer questions, give directions, and solve problems. If managers have the necessary technical skills, they will be able to help employees with their jobs, such as counting money. Natural talents are aptitudes. Creativity is the ability to generate unique ideas, approaches, and solutions. Aggressive behavior is conduct based on a willingness to ignore the rights of others to achieve personal goals.  
(5 points)


9.
b
Communicate clearly. Managers must be able to clearly communicate their ideas and what they expect if they want employees to be productive. Managers cannot expect workers to accomplish the business’s goals if employees don’t know what the goals are or the procedures they should follow to achieve the goals. Managers ask questions, listen, and obtain feedback to determine if they are communicating effectively and if employees 
understand.  
(5 points)

10.
c
Conceptual skills. Conceptual skills help managers to see the “big picture.” Managers must be able to look at the organization as a whole and understand how the various parts of the organization are interrelated; they must anticipate how a change in one department could impact all the others. Technical skills help managers to understand the specialized aspects 
of jobs. Interpersonal skills help managers to communicate, interact, and build relationships with others. Job-knowledge skills are the specialized body of information that enables 
supervisors and managers to do their particular jobs.
(5 points)

POSTTEST KEY (cont’d)
Objective B
11.
b
President, senior vice president, and chief executive officer. Top-level managers are 
responsible for the operation of the entire organization. District manager, department head, and regional sales manager are examples of middle-level management. Collections supervisor, crew chief, production supervisor, floor supervisor, area supervisor, and section manager are examples of first-line, supervisory, management positions.  
(5 points)

12.
a
Their decisions affect the entire company. Top-level management is composed of all managers who are responsible for the entire company. They receive higher salaries than other managers because they make important decisions that affect the whole company. They may or may not have more experience than others in the company or be required 
to attend a great many meetings. Top-level management is not involved in hands-on 
supervision. 
 (5 points)

13.
d
District manager, department head, and regional sales manager. Middle-level management is made up of managers who report to top-level management and who have supervisors who report to them. President, senior vice president, and chief executive officer are examples of top-level management positions. Collections supervisor, crew chief, production supervisor, floor supervisor, area supervisor, and section manager are examples of first-line, supervisory, management positions.  
(5 points)

14.
b
To serve as a link between top-level and first-line management. Since mid-level management operates between top-level and first-line management, it provides the connecting 
link between the two. Mid-level management plans ways that the long-term objectives 
set by top-level management can be reached and assigns the projects to first-line management. Making sure that projects meet deadlines and preparing workers’ daily schedules 
are responsibilities of first-line management.  
(5 points)

15.
b
Collections supervisor, crew chief, and production supervisor. First-line management is supervisors who work directly with the employees who carry out the business’s routine work. President, senior vice president, chief executive officer, and chief financial officer are examples of top-level management positions. Company vice president, department head, and regional sales manager are examples of middle-management positions. 
(5 points)

16.
c
Businesses typically hire their first-line managers from inside the company. A lot of businesses have a policy of promoting from within whenever possible. Many times, competent employees who are performing well on the job are promoted to supervisory positions. First-line managers carry out the actions and plans that middle managers have identified, and they often work side-by-side with their employees. There are more managers at the first-line level than at either of the other two levels of management.
(5 points)

POSTTEST KEY (cont’d)
17.
a
Employees. Human resources are all of a business’s employees who work to produce goods and services. Many businesses believe that employees are their most important 
resource, because without workers, the business could not function. Office supplies and equipment are examples of material resources. Sales revenue is a financial resource.  



(5 points)

18.
c
To pay operating expenses. Financial resources are all the sources of money available to the business. All businesses need financial resources to buy supplies and materials, to pay employees, and to cover their other operating expenses. Businesses that do not have adequate financial resources often fail because they cannot pay their expenses. To manage their financial resources, businesses develop cash budgets, negotiate bank loans, and manage investment accounts.  
(5 points)

19.
a
Middle managers. Middle managers are normally responsible for purchasing the proper material resources for workers to use in doing their jobs. Top-level managers are seldom involved directly with these activities. First-line workers and supervisory managers may give middle managers information about needed equipment and supplies, but they are typically not responsible for purchasing the materials.
(5 points)

20.
d
Information. Information is knowledge, facts, or data, and it is an important resource 
for a business. Sales statistics are a type of information. A sales forecast is a prediction of 
what a firm’s sales will be during a specific future time period using a certain marketing plan. Financial resources are all the sources of money available to the business. Material 
resources are equipment and supplies used by businesses in their operation. Human 
resources are people who work to produce goods or services.  
(5 points)

Suggested Criterion Level:  80 points
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