
1. A typical manager has to perform a number of tasks in an organisation

a. Explain two functions of a manager (4) 
Note what is required in the extent of your answer here: you need to explain two functions 
of a manager. Not only does this entail providing two statements indicating the functions, 
but you also should elaborate further on those functions. Consider why each function is 
necessary; what leads up to each function? How does it impact employees and the 
business?

Explain - you need to answer in some depth. This means you must give reasons and/or 
examples to illustrate your answer.

two functions - two roles or responsibilities. 

of a manager - we are considering a manager in this question. Remember that this is someone 
who is responsible for a group of people, usually in a department.

In sum, you need to provide an explanation of two things that a manager does. The length of 
your answer should be about 3-4 sentences (one or two will probably not be enough to earn 
all 4 marks).

b. Identify two problems associated with a wide span of control (4)
The concept dealt with here is a ‘wide span of control’. Take note that we must consider 
two problems or disadvantages that can occur as a result of a wide span of control. Rather 
than just providing answers straight from the textbook or other source, try to put yourself 
in the place of a manager and an employee. Can you think of any practical ways in which 
you would be negatively affected? 
b. Identify two problems associated with a wide span of control (4)

Identify - clearly indicate and point out. Notice that there are (4) marks available here, so you 
should again aim for around 3-4 sentences.

two problems - two difficulties. Remember, you must make clear the two problems. Don't 
confuse them together or deal with them in one sentence. Write about each in separate 
sentences.

associated with a wide span of control - the problems that you must identify both have to do 
with what happens when a manager has a wide span of control (when he/she has a great 
number of people that he/she is responsible for).



c. Explain two advantages of written communication over oral communication (4)
As with (a) above, this question requires an explanation of two advantages of written 
communication over oral communication. In this, you should not only specify the 
advantages of written communication, but also why it is that written communication is 
better than oral communication in each instance. You must show the distinction between 
the two types of communication In other words, what does written communication provide 
that oral communication does not? You may find it useful to offer relevant examples.

c. Explain  two advantages of written communication over oral communication (4)

Explain  - same as (a) above.

two advantages - two positive things or aspects.

of written communication over oral communication - what is better about written communication 
that oral communication does not have? In other words, what does written communication have 
the oral communication doesn't?

2. ATC is a very large exporting company with many offices throughout the world. The top 
management knows that effective communication is vital in such a large business.
Recently the management held a meeting to consider the ways communication operates in the 
business. Discussion focused on the ideas of one-way communication and communication 
feedback.

a. What is meant by communication feedback? (2)
Define the concept ‘communication feedback’. Remember that feedback is part of the 
communication process, and especially important in effective communication in business.

a. What is meant by communication feedback? (2)

What is meant by - describe something in your own words

communication feedback - this is the concept that you must describe in your own words. 

b. Identify two business situations in which one-way communication would be suitable. (2)
‘One-way communication’ is key here. Try to put yourself in an organisational context – what sort 
of situations do not require immediate, direct feedback?

b. Identify two business situations in which one-way communication would be suitable. (2)

Identify - see 1 (b) above.

two business situations - two things/events that can happen with a business (the context of a 
business).

in which one-way communication would be suitable - when is one-way communication best to 
use? You need to clearly point out to types of situations where we need to use one-way 
communication (message sent from one person/group to another person/group and there is no 
feedback).



c. Identify and explain two ways in which information technology has affected how a business 
communicates with its stakeholders. (4)
Another way of phrasing this question: How has I.T. changed the nature of communication 
with those having an interest in a business? Keep in mind technological developments and 
how these improve business’s use of communication, even in daily situations. Not only 
should you identify or provide statements, but also offer logical reasoning about the 
effects.

c. Identify and explain two ways in which information technology has affected how a
business communicates with its stakeholders. (4)

Identify and explain - indicate and explain in detail what you are discussing in some length.

two ways in which information technology has affected how a business communicates with its 
stakeholders - how does technology affect the way a business can communicate with anyone 
who it affects (stakeholders include owners, customers, government, the local community etc). 
Notice that you need to explain two ways here, and again, deal with each way separately. A 
good way to think about this question is to consider how information technologies has made 
improvements in communication (think about email, fax, scanners, video conferencing etc).


