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1 INTRODUCTION 

 

Dear Student 

 

I hope that your studies are progressing according to plan and that you are already preparing 

for the examination. This tutorial letter contains feedback on Assignment 02, as well as 

guidelines for the May/June 2019 examination. 

 

Please note that the suggested solutions to the assignment questions are merely guidelines. 

In the assignments and the examination, your individual answers will be assessed. With 

regard to multiple choice questions, there is only one correct answer. For the essay-type 

questions, you will often be required to give practical examples from scenarios and to apply 

the theory that you have learnt throughout the semester. 

 

2 Solutions to Assignment 2 

 

ASSIGNMENT 02 

 

Assignment 02 

Please note that this assignment is compulsory in order for you to be admitted to the 

examination. It must be submitted in time to reach us on or before the due date. Assignments 

received after the due date will be returned to the students unmarked. Failure to submit this 

assignment will mean that you will not be allowed to write the examination.  

Total marks: 100 Unique number: 891201 

  

 

MANGANESE MANUFACTURING COMPANY – PART A 
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When Mr Samson Maile, a 42-year-old electronics engineer, joined the Manganese 

Manufacturing Company approximately three years ago, he was assigned to the production 

division to assist mainly with office work measurements and product design. He soon became 

extremely interested in his work, as well as in the possibilities it offered in terms of future 

development. His output was consistent, and he developed many standards. However, many 

of his colleagues thought he was too aggressive and overconfident. They also did not trust 

him, believing that he would eliminate many of their jobs if he could. 

 

About a year ago, the production manager, Mr Donald Smith, who reported to the general 

manager of Manganese Manufacturing Company, resigned to relocate to Limpopo on account 

of his wife’s health. Dr John Rakau, the general manager of the company, had taken note of 

Mr Maile's dynamic personality and competence and believed that Mr Maile was the most 

suitable candidate to fill the production manager’s position. He, therefore, instructed Ms 

Naidoo, the human resources (HR) manager, to offer this position to Mr Maile, who duly 

accepted the offer. 

 

Within his first three months in the new position, Mr Maile submitted a coordinated proposal 

that he believed would save the company a considerable sum of money. He stressed that his 

proposal could improve overall productivity and also reduces unnecessary expenditure 

resulting from the duplication of tasks across departments. Reluctantly, Dr Rakau gave Mr 

Maile permission to implement his proposal; nevertheless, he stressed that the findings of Mr 

Maile's study should be discussed with himself (Dr Rakau), as well as the other line 

managers. Subsequently, Mr Maile conducted face-to-face interviews with Ms Smith, the 

financial manager, Mr Ndaba, the marketing manager, Ms Mawila, the sales manager, and Mr 

Botha, the administrative manager. Once Mr Maile had formulated his findings, Dr Rakau 

agreed that he could implement his plan in his own department (production) as a pilot project. 

Mr Maile then convened an urgent meeting with his subordinates to discuss the matter. He 

was well aware that there were trust issues between colleagues, which had generated much 

gossip. These matters were placed on the agenda for discussion. One matter that had been 

raised at the previous departmental meeting was the relocation of the production section to 

the newly erected wing of the existing building; this also needed to be placed on the agenda 

for further discussion at the forthcoming meeting. 

 

QUESTION 1 CONDUCTING EFFECTIVE MEETINGS 
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1.1. Identify the type of meeting that Mr Maile would be chairing. Give reasons for your 

answer by describing the characteristics of this type of meeting. (6) 

 

Type of meeting 

Private () 

Justification:  

 This is a company, and private meetings are normally restricted to those who have been 

officially elected as members of a committee. () 

 They deal with issues that are of interest only to a select group of people in the 

organisation. () 

 These meetings are often open to others by invitation only, but their role is limited to that 

of observers without the right to participate freely in discussions or voting. () 

 These meetings are held according to the constitution of the company. () 

 Binding decisions are made, and members are free to vote. () 

 

1.2. In order for Mr Maile to hold a meeting that is valid and legal, there are specific 

requirements that should be met. Outline these requirements to him.   (3) 

 

1.3. Mention one matter that arose from the previous minutes, as well as three new matters 

for discussion that should be placed on the agenda of the forthcoming meeting that Mr 

Maile would be chairing. (4 x ½ = 2) 

 

Matters arising 

 Relocation () 

New matters 

 Implementation of the cost savings plan () 

 Trust among staff () 

 Gossip () 

(Page 158 of prescribed book) 
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1.4. After Mr Donald Smith resigned, the production department had to appoint an interim 

chairperson to chair the departmental meetings (i.e. until Mr Maile had been selected). 

Outline the steps that should be followed to choose a single chairperson. (7) 

 

 The candidates are nominated and seconded. () 

 Voting is by secret ballot. () 

 To be elected, the person must get more than half the votes (a clear, absolute or overall 

majority), unless the regulations determine otherwise. () 

 If there are more than two candidates, voting takes place, and each time the candidate 

with the fewest votes falls away. () 

 The voting is repeated until only two remain, one of whom must eventually receive a 

clear majority. () 

 Where votes end in a draw, the result can be determined, for instance, by flipping a coin. 

() 

 The outgoing chairperson also has a vote. () 

(Pages 164–165 of the prescribed book) 

 

1.5. It is the duty of the chairperson that, when a meeting goes through a period when the 

conversation does not flow, to intervene with a summary. Make Mr Maile aware of the 

three different options from which he can choose, depending on the situation. (3 x 2 = 6) 

 

The chairperson can choose to intervene with a summary by selecting the following options: 

 Summarising within items: Control contributors by summarising what they said when 

they ramble, repeat themselves or become anecdotal. Mark the end of one phrase of the 

conversation with a summary before inviting further comments. Summarise to bring 

together the strands of a discussion, or to check how much agreement is achieved and 

to reopen the debate. ()() 

 Summarising at the end of items: This will seal an accord or clarify exactly what has 

been agreed. ()() 

 Summarising at the end of the meeting: A brief summary will remind the group of its 

achievement and point the way forward to the actions that will be taken. ()() 

(Pages 165–170 of the prescribed book) 

[25] 
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QUESTION 2 PROBLEM-SOLVING AND DECISION-MAKING 

2.1. Mr Maile has identified a potential problem that might have negative implications for 

Manganese Manufacturing Company. Mention two (2) controllable factors as elements 

of problem-solving. (2) 

 

Answer: 

 Overall productivity () 

 Duplication of tasks across different departments () 

(Pages 400–401 of the prescribed book) 

 

2.2. The problem-solving process consists of eight steps. The fifth step focuses on the 

evaluation of alternative solutions to solve the problem. Discuss the fifth step in the 

problem-solving process. (6) 

 

Answer: 

 Look at each alternative in terms of what would happen if you were to select that 

alternative. () 

 Study the ideas closely and critically. () 

 The aim is not to find the best idea, but to find the best possible solution. () 

 You must decide what criteria you will use to make a choice and even decide what 

weight you will allocate to the criteria. () 

 Each alternative is then evaluated by appraising it against the criteria. () 

 Your most important criteria are reliability and flexibility. () 

(Pages 402–407 of the prescribed book) 

 

2.3. There are a number of problem-solving aids that can be implemented to solve the 

identified system problems in the production department. Mr Maile has decided to use 

brainstorming as a problem-solving technique to improve the efficiency of the production 

department. Describe the brainstorming technique and emphasise what Mr Maile’s role 

will entail during a brainstorming session. (5) 
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Answer: 

 Brainstorming is a technique involving a group of six (6) to twelve (12) people. () 

 The objective is to gather ideas, suggestions and solutions. () 

 The group will be given a particular problem and asked to generate ideas to solve the 

problem. () 

 The facilitator, Mr Maile, is responsible for controlling the session, without rejecting any 

suggestions or interfering in the process. () 

 Role of the facilitator: 

 Neither the facilitator nor the group members may criticise any input. () 

 The facilitator should maintain control of the proceedings. () 

 All inputs must be written down exactly as they are proposed. () 

 The more ideas are given, the more likely it is that some of them will be useful. () 

 Once the ideas have been recorded, the facilitator can ask the group to use the ideas to 

generate better ideas or to merge ideas to generate even more ideas. () 

 (page 408 of the prescribed book) 

 

2.4. The majority of problems that Mr Maile can expect as the production manager will 

include employees, systems and economic issues. Critically discuss these three 

categories of problems and give examples from the case scenario. (3 x 4 = 12) 

 

Answer: 

The problems Mr Maile can expect as the production manager will include employees, 

systems and economic issues. 

 

Employee-related problems: 

This should be solved first; as people are responsible for everything that happens in the 

department. If one fails to resolve employee-related issues first; it can become an obstacle in 

the way of solving other problems. People are probably the most crucial resource of an 

organisation, and employee-related issues are therefore, the essential problems that one 

would experience in any work situation. ()() 

The following are examples of employee-related problems from the case scenario: 
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Many of his colleagues thought Mr Maile was too aggressive and overconfident. The fear of 

losing their jobs. His colleagues did not trust Mr Maile , believing that would rationalise many 

of their jobs if he could. The effective use of time and ability to do specific tasks.Mr Maile 

indicated that he could improve overall productivity. The frames of reference in which 

employees perceive and experience things. ()() 

 

System problems: 

System problems in the administrative department are that of the high cost of mechanization; 

equipment and machinery that break down; poor working conditions; ineffective procedures 

and forms; disorganized filing; and poor control. ()() 

 

An Example of a system problem from the scenario: 

Mr Maile has identified; is that there is duplication of tasks across department which indicates 

that system problems such as ineffective procedures and forms; disorganized filing; and poor 

control may be the reason for this. System problems are more objective and measurable than 

employee-related issues. They are, therefore, usually more comfortable to solve. Mr Maile 

must still understand the problem before he can solve it, and the solution must be acceptable 

to all concerned. ()() 

 

Economic issues: 

Mr Maile will encounter is the misappropriation of money, when it is available. More specific 

problems occur when employees take longer to complete tasks, and this indicates low 

productivity. Another economic problem that may occur is that of theft and when the budget is 

exceeded(overspending). ()() 

 

Mr Maile has identified in his proposal that he will be able to improve on these economic 

issues by improving overall productivity and reduce unnecessary expenses resulting from the 

duplication of tasks across the department. Mr Maile has a cost-saving plan which he would 

like to implement in his own department as a pilot project. ()() 

 

The solution to these economic issues depends on the interests and attitudes of the 

employees, as well as how effectively the supervisors and managers can lead their 

subordinates to find an effective solution. 
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Mr Maile has therefore convened a meeting with his subordinates to discuss his proposal to 

implement a cost-saving plan in his own department as a pilot project. And has placed these 

matters as points of discussion on the agenda. 

  [24] 

 

Read the scenario below and answer the questions that follow: 

 

 

MANGANESE MANUFACTURING COMPANY – PART B 

 

After eight months of trying to make progress with the office improvement programme, Mr 

Garreth Davids began to feel that he was getting nowhere. Ms S’bu Moemise, the 

administrative manager and Mr Davids's superior, kept giving him additional tasks to 

complete, which he considered being time-consuming and unimportant. Then Ms Moemise 

asked him to visit all the large offices that use laptops instead of desktops for telecommuting 

purposes and to report his findings to her. She wanted to establish if the company would 

benefit from changing completely to laptops. Mr Davids performed this task but believed that 

his superior was not really interested in the outcome of this exercise. 

 

Things remained unchanged for the next three months. Mr Davids was kept busy with 

individual assignments, which he believed were commissioned by the company’s top 

executives, yet he felt that he was achieving nothing worthwhile. He, therefore, arranged a 

meeting to discuss his feelings with his superior and challenged the situation. He received an 

unsatisfactory, vague response. So, after considering the situation for a number of days, he 

decided to resign with immediate effect. 

 

Only five months after migrating from India to South Africa, Mr Faizel Khan joined Manganese 

Manufacturing Company as a replacement for Mr Davids. Mr Kahn has excellent writing skills, 

resulting from five years of English language study in his homeland; however, owing to a lack 

of practice, his oral language skills are not yet well developed. This has created problems 

because after being in the job for some time, he is expected to answer international calls over 

and above his normal day-to-day contact with local customers that require tailor-made 
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products. Apart from the language barrier, Mr Khan’s personality poses a problem: Although 

he is very pleasant and well liked, he is extremely shy, which makes him reluctant to speak up 

and gain the speaking experience he needs. His supervisor, Ms Moemise, has noticed that as 

time goes by, Mr Khan's work continues to improve, but not his level of confidence.  Another 

problem is that Mr Khan refuses to adhere to the company’s dress code and insists on 

wearing his traditional attire. 

 

Ms Moemise discusses the issue with you, her assistant, and the other supervisors, who are 

of the opinion that Mr Khan is making progress and that he will overcome the communication 

barrier in time. Ms Moemise disagrees and indicates that she is seriously considering 

terminating Mr Khan’s employment because of his inability to communicate effortlessly. The 

only reason she has postponed making a decision so far is that Mr Khan also has a physical 

disability (he lost the use of one hand in an accident while working in a car manufacturing 

plant in India). 

3.  

QUESTION 3 MANAGING CULTURAL DIVERSITY 

 

3.1. Discuss the following elements of culture and provide practical examples to illustrate 

your understanding of these cultural elements: (10) 

 

 Shared assumptions {3} 

 Shared values {4} 

 Shared symbols {3} 

 

Answer: 

Shared assumptions {3} 

 Shared assumptions are the underlying thoughts and feelings that members of culture 

take for granted and believe to be true. () 

 Example: Societies differ in their assumptions about time and trust, which can be a 

source of frustration. () 
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 Mr Davids assumed that his superior, Ms Moemise, had little interest in the outcome of 

the visits to other departments to investigate the issue of laptops versus desktops, even 

though she had instructed him to carry out that activity. () 

 

Shared values {4} 

 A value is a belief about a condition that has considerable importance and meaning to 

individuals and is stable over time. () 

 A value system comprises many beliefs that are compatible and support one another. 

() 

 Example: The societal values of private enterprises and individual rights are mutually 

supportive. () 

 Mr Davids wanted to make a change towards the current trend of using laptops 

throughout the company instead of desktops. () 

 

Shared symbols {3} 

 A symbol is anything visible that can be used to represent an abstract shared value or 

something having special meaning. () 

 Symbols are the simplest and most basic observable form cultural expression. () 

 Example: Mr Khan’s insistence on wearing his traditional clothing, rather than adhering 

to the company’s official dress code () 

(Any other relevant examples from the scenario will be considered.) 

(pages 416–417 of the prescribed book) 

 

3.2. The most important cultural characteristics related to the working environment include 

the following cultural dimensions: communication; individualism versus collectivism; 

attitudes to power, achievement and conflict; tolerance of uncertainty; and the 

dominance (“masculinity”) of certain values. Defend the inclusion of “individualism 

versus collectivism” as a cultural dimension and give examples from the scenario to 

justify your answer.  (2 x 3 = 6) 

 

Answer: 

 In an individualistic culture, individual members put their own interests above those of 

the group – their loyalty is first to themselves. () 



ADB3702/201/3/2019 
 

13 

 Individuals want to have control over their personal and private lives. () 

 Examples: The manner in which Ms Moemise treats Mr Davids; Mr Khan's insistence on 

wearing his traditional clothing, thus ignoring the dress code of the company () 

 

 In a collectivist culture, the group takes precedence over the interests of individual 

members. () 

 People are more dependent on others in their group, both financially and morally. () 

 Example: Ms Moemise discusses the issue of Mr Khan’s abilities with you and her other 

supervisors (in this case, she is morally dependent on others). () 

(pages 418–419 of the prescribed book) 

 

3.3. Ms Moemise faces quite a number of challenges with regard to Mr Khan that she 

discussed with you and her supervisors. Identify and discuss four diversity challenges to 

help her understand what she is dealing with to guide her on how to approach it in 

practice.  (4 x 3 = 12) 

 

Answer: 

The following four diversity challenges may be posed by a diverse workforce in an 

organisation: 

 

 Lower group cohesiveness 

 Communication problems 

 Mistrust and tension 

 Unexamined assumptions 

 

When challenged with lower group cohesiveness, Homogeneous groups tend to be more 

cohesive than diverse groups. Groups that are diverse find it more challenging to cultivate a 

strong cohesion because of a lack of similarity in terms of language, culture, background etc., 

amongst their members and this can create a negative impact on work performance and 

teamwork in the organisation. () 
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Mr Kahn has migrated from India to South Africa. Although he has studied the English 

language for five years in India, his oral language skills are not yet well developed, and this 

causes a language barrier. Mr Kahn also refuses to adhere to the company’s dress code and 

insists on wearing his traditional attire, which sets him further apart from the group. () 

Mr Kahn is setting himself apart from the group due to his lack in similarity in term of 

language, culture, background etc. It will be a challenge for Ms Moemise to cultivate a strong 

cohesion within the group because of the diversity. () 

 

Misunderstandings, inaccuracies, inefficiencies and slowness are typical communication 

problems experienced by diverse groups. Communication breakdowns occur when members 

often assume that the other party understands the message when, in fact, they do not. 

Communication problems is another diversity challenge that Ms Moemise must deal with 

relating to Mr Kahn. ()() 

 

Mr Kahn has excellent writing skills resulting from five years of English language study in 

India, however, owing to a lack of practice, his oral language skills are not yet well-developed, 

and this may lead to misunderstandings, inaccuracies, inefficiencies and slowness. () 

 

Communication breakdowns can also occur when Ms Moemise assumes that Mr Kahn 

understands the message when, in fact, he does not. Mistrust and tension is another diversity 

challenge with having a diverse workforce, as most people prefer to associate with those who 

have values and beliefs like their own, and this may lead to mistrust and misunderstanding 

between various groups. Mr Moemise may also experience this as a diversity challenge 

concerning Mr Kahn, as Mr Kahn may have different values and beliefs from the group since 

he has migrated from another Country (India), speaks a different language and practice a 

different culture. ()()() 

 

Unexamined assumptions are another diversity challenge that Ms Moesime is facing with 

regards to Mr Kahn. Seeing the world from someone else’s perspective is difficult because 

our own assumptions and viewpoints seem so reasonable and familiar. Making unexamined 

assumptions in the workplace may create a lot of unnecessary tension. The other supervisors 

believe Mr Kahn is making progress and that he will overcome the communication barrier in 

time. Even though, Ms Moemise, his supervisor, has noticed that Mr Kahn’s work continues to 

improve; she does not see Mr Kahn’s improvement from the perspective of the other 
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supervisors. Ms Moemise is making the unexamined assumption that Mr Kahn is unable to 

communicate effortlessly, that he is not making fast enough progress and that he will not 

overcome the communication barrier in time. Ms Moemise is therefore seriously considering 

terminating Mr Kahn’s employment. ()()() 

QUESTION 4 BUSINESS ETHICS 

4.  

4.1. Define the concept of value systems in organisations.  (2) 

 

Answer 

 A value system in an organisation is a set of values adopted and developed by the 

people in an organisation as a type of standard to guide their behaviour and preferences 

in all aspects of the business. ()() 

(page 436 of the prescribed book) 

 

4.2. Ethics is applied in the workplace through the introduction of a code of ethics, a code of 

conduct, policies and procedures. As an administrative manager at Manganese 

Manufacturing Company, you need to convince top management of the benefits of 

implementing a code of ethics. Critically discuss the importance of such a system.  (5) 

 

Answer 

 This document should be a living document that guides the actions, decisions and 

behaviour of all the individuals within the organisation. ()() 

 It should act as a point of reference for all employees to adhere to on a daily basis. () 

 It is a formal document and a set of guidelines issued to managers and employees to 

assist them in managing their actions in accordance with the ethical rules and standards 

of the organisation. ()() 

 

(page 441 of the prescribed book) 

 

4.3. A code of conduct is used to regulate actions in the workplace and offer direction at the 

lower levels of the organisation as to what constitutes ethical behaviour. Outline the 

steps that should be followed to develop a code of conduct for the production 

department of Manganese Manufacturing Company.  (6) 
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Answer 

 Identify the key behaviours in the department. () 

 Draw up the code of conduct. () 

 Make it available to staff for comments, as well as to the legal department and top 

management, to ensure compliance with the code of ethics. ()() 

 Distribute the new code and implement it. () 

 Review the code regularly. () 

(page 444 of the prescribed book) 

 

4.4. The code of ethics has been developed for the production department of Manganese 

Manufacturing Company. Convince Mr Khan of the value of organising a training session 

for the employees of the production department to make them aware of the new code of 

conduct. (8) 

 

Answer 

The management of ethics succeeds or fails through training. Management can have 

the most beautiful comprehensive code of ethics, but if it is not adhered to by 

employees, it means it serves no purpose. 

 

 To ensure that all employees live by the code of ethics and that their values are aligned 

with that of the organisation. ()() 

 Ongoing training should include real ethical dilemmas that employees should resolve. 

 Reviewing the code of ethics, the code of conduct, and the policies and procedures by 

management and subordinates can be used as a valuable training exercise. All()() 

 communication channels that are available to employees be made clear at every 

training opportunity possible. ()() 

 Including ethics as a dimension in the performance appraisal of employees will show 

that the goal of the organisation is making a profit, but not at all costs and that ethical 

behaviour must always be considered. ()() [21] 

  TOTAL: [100] 

-END OF ASSIGNMENT 2- 
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3 EXAMINATION 

Use the Study @ Unisa brochure for general examination guidelines and examination 

preparation guidelines.  

 

This module is a semester module, which means that you will write the examination in 

May/June 2019. The Student Assessment Administration (Examinations) will provide 

you with the date for the supplementary examination, which will be in October/November 

2019. During the year, the Student Assessment Administration (Examinations) will also 

provide you with information regarding the examination in general, as well as the 

examination venues, dates and times. 

 

3.1 Examination paper 

 

The examination paper will have the same format as the assignments, although some of the 

questions will be different. 

 

3.2 Allocation of marks per chapter  

 Chapter Marks 

Question 1 

Match column A with column B 

Essay-type questions 

8 12 -17 

Question 2 

Case Study questions 
19 12 -17 

Question 3 

Essay-type questions 
20 12 -17 

Question 4 

Case Study questions 
21 12 -17 

Question 5 

Essay-type questions 
22 12 -17 

Total  70 
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3.3 Answering the paper 

 

 Check that you have received the correct paper. 

 When you receive the examination paper, check that you have received a complete 

copy. 

 Read through the instructions on the examination paper carefully and do only what you 

are instructed to do. 

 Read each question carefully – make sure that you understand what the problem is 

about. 

 Note the keywords in the questions, such as "list", "discuss", "explain" and "define". 

 Reread the question after you have answered it – make sure that you have followed all 

the instructions. 

 The mark allocation should give you an indication of the required length of the answer – 

do not write a whole page if the question is worth only 2 marks; similarly, do not write 

only two sentences if the problem is worth 20 marks. 

 Make sure that you have answered all the questions – do not leave any questions 

unanswered. 

 Please use proper headings to indicate the topics under discussion. 

 

4 CONCLUSION 

Please continue to look under additional resources for further information regarding the exam. 

COPYRIGHT DECLARATION 
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recording or otherwise) without prior written permission of Unisa. However, permission 
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