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2.1 The supervisor deals with:

L1

His own immediate supervisor. Supervnsors must dedlcate themseives to
the goals, plans and policies of the: organtzation The supervisor has to
receive instructions and orders,.and p sm on and see that they are
carried out. In return, he must. e information on what's going
on.

Subordinates. He has to handie ghelr moods and difficult attitudes, secure
their cooperation, protect them frotn, unfair treatment, motivate them and
resolve individual prob ems and counsel them.

Colleagues. Comprgiise and conciliation are at the order of the day.
Teamwork is essenﬁal in the supervisory ranks. The goals and activities of
cne department must harmtnlze with those of others. He cannot enforce
his needs but mus ""persuade and justify his requests.

Specialists, The relat:onsh;p between supervision and staff departments is
one of muttial support. These staff people are providing supervisors with
guidance and -help as well as prescribing procedures to be followed.
i ¢ aid the work of the staff departments by making good
use of their advice and service and by conforming to their requests.

Trade union igpresentatives (shop stewards). The increase in the
influence and status of shop stewards has made a considerable difference
in their relationship with supervisors. We have conflict here between the
official leader Of the work group and the elected leader. It is the responsibility
of the supervisor to keep these relationships objective, to neither ‘give
away the shop’ nor yield responsibility for the welfare of the organization
and its employees. (bx2)

o

2.2 Frederic Taylor — Management techniques:
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Time study

Performance

Planning

Scientific methods of work
Management control
Functional management.
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2.3 Specialisation standard: Managers are often frustrated because they do not
know whether they are expectéd to be expert in technical or management
work, The answer jg'to establish clearly that the first concern of managers is
planning, orgarigifig, directing and controlling the efforts of others, white that
of technical specialists is planning, execufing and controlling their own work.
When managers recognize the difference between their management and
technical responsibilities, the/are better able to focus their energies on their
most important tasks. .~

QUESTION 3

3.1 Strategic planning:

s Analyze and evaluate environmental anffuences

¢ Political trends and legislation. _

e Economic conditions such as competl ind unemployment
level.

¢ Local population trends — will it prov1de a suffi “ent!y large workforce?

e Social trends in leisure time, consumer

P Tpchnnjnmca[ advances. ‘

e Identify the value and asplrati ) §the organization’s directors and
executives. B

s ldentify and evaluate the internal.strengths and weaknesses of the
organization. i

« Create specific entefprise objectives.

s Project outputs of the planning process. (10x 1)

3.2
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Triviai manyw.' Many V| Very important

vitai ones ¥ -l L
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Few Slightly
Relative no. of problems important ¥ Relative importance

of problems
(Diagram = 2 marks)
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QUESTION 4

4.1 SAQA: South African Qualifications Authority.

4.1.1
412 NQF: National Qualifications Framework.

42 Report — Steps:
e Planning
Gathering the material (data, facts).
Selection of material (arrangement and organization of information)
Schematic presentation (draft report)
Writing and editing the report.
Final presentation of the report.

e @ @ @

@

43 Motion economy:
¢ Motions should be productive,

s Motions should be simple.

« Make workers comfortable.

e Combine two or more fools.

¢ Pre-position tools and materials
» Limit activity.
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4.4 Creativity: Creativity enables man to:zhave a new vision, a new. approach to
things. A creative person j$ able tgtransform existing knowl%dﬁe/and give it a
new perspective. in this'w better equipped to formulate problems,

5.1

e Minutes are the official historical documenis of an organization.

+ Minutes can be produced as evidence in a court case.

¢ Minutes are kept in a minute book, read at a meeting, or taken as read if
circulated to members beforehand.

¢« Minutes are signed by the chairperson according to legal requiremenis
after having been declared correct by the members attending a meeting.

52 Quality circle: 1t is a study group of voluntggrs (sitting around a table,
containing 5-15 people) who meet on a regulardbasis to examine-and suggest
solutions to common problems of quality. [t is the bringing together of the
people directly involved in the system, and then obstacles/ptebléms that block
good quality and error-free performance are identified-for rectification. The
group generally consists of employees plus their immediate supetvisor, who
usually serves as the circle leader.

(3)
{20]

(5)
[10]

Copyright reserved Please turn over



MARKING GUIDELINE -5- T1630(EXANT

SUPERVISORY MANAGEMENT N5

QUESTION 6

6.1

-
Flexible budge!. This is a budget that presents several olﬁtéons based upon
possible variations in output levels. Many expense budgets are presented as
a set of budgets in order to anticipate the impact of possikle-changes in
output levels. Such a flexible (variable) budget may offer several options to
make allowances for variations in ;ustsfsablvgxpenses for varying levels of
output,

6.2 Employee resistance — cost improvement.

e Cormmunicate with employees about cost reduction in terms of their
interests. ;

¢ Bring the cost picture down to earth.
e Set specific goals.
e |nvite participation.
¢ Explain why and how.
e Train for cost improvement.
» Report cost progress.

QUESTION 7 _

7.1 Grievance procedure — personne! dg«gpartment %_/’K
making available a oceduz‘e according to which Workea's
grievancg&s must be It can, however, not be exp@gfed of the
personnel department, to a[so deal with the workers’ grievances. The
personnel department also, as far as possible, gves*—m“formatzon guidance
and training in ofder“fo brmg home knowledge and understanding, and to
cuitivate conﬂdence ln the use thereof. (.~

7.2 Health and- safety’committee

« AHandSs committee may make recommendations to the employer or,
where the fecomendations fail to resolve the matter, to an inspecior
regarding any matter affecting the health and safety of persons at the
workplace.

e A Hand S committee shall discuss any incident at the worlkgplace or section
thereof in which or in consequence of which any person was injured,
became ill or died, and may in writing report on the incident to an
inspector.

» A Hand S committee shall perform such other functions as may be
prescribed.

e The commitiee shall keep record of each recommendation made to an
employer or the inspector.

« AHand S committee or a member thereof shall not incur any civil liability
by reason of the fact only that it failed to do anything which it or he may or
is required to do.
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