Year 12 Information Technology

[image: image1.wmf]Reference:  Chapter 2 IT @ Work, Information Processing and Management Helen Anderson, Paula Christopherson, Robert Timmer – Arends

Answer the following questions in your modules or folder paper. Answers should be in complete sentences. Answers can be found in Chapter 2 of the text.

Define the following terms:

· Organisation

· Stakeholders

· Specific Environment

· General Environment

· Profit based organisation

· Not for profit based organisation

· Proprietary Company

· Public company 

· Partnerships

· Sole proprietorship / trader 

· Vertical Structures

· Horizontal Structures

· Organisational Chart

· Objectives

· Mission statement

· Policies

· Strategies

· Strategic decisions

· Tactical decisions

· Operational decisions

· Small organisation

· Medium sized organisation

· Large organisation

· Cooperatives

· Senior managers

· Middle managers

· Management

· Management decision-making

· Strategic problems

· Tactical problems

· Operational problems.

1. What measures do you use to establish the size of an organisation?

2. Distinguish between a specific and a general environment.

3. According to the ABA what is a small, medium and large organisation? Explain.

4. Complete Activity 2.1 on page 28.

5. Distinguish between government owned and non-government owned 

6. Distinguish between the three forms of government owned organisations.

7. What is an NGO?

8. What is a sole trader or sole proprietor?

9. What is a partnership?

10. Copy the features of large, small and medium sized organisations from page 30-31.

11. What are incorporated not for profit organisations?

12. From the CD, complete Activity 2.1 page 32.

13. What are the primary functions of organisations?

14. Describe the seven typical functional activities within an organisation.

15. What are the goals of an organisation?

16. What is the function of the goals?

17. What are the seven types of goals that organisations may have? Explain.

18. Distinguish between effectiveness and efficiency.

19. What are inputs?

20. Copy Table 2.6 from page 35.

21. Complete Activity 2.2 on page 36.

22. What are objectives?

23. Complete Activity 2.3 on page 2.3.

24. Distinguish between policies and strategies.

25. Complete Activity 2.4 on page 38.

26. What is a mission statement? What is a vision statement? 

27. Explain why an organisation might change its mission statement.

28. Copy Diagram 2.8 on page 39

29. Copy Diagram 2.9 on page 39

30. Complete Activity 2.5 on page 40.

31. Distinguish between Vertical Structure and Horizontal Structures.

32. Distinguish between Senior Managers and Middle Managers.

33. Explain the meaning of hierarchy.

34. Complete Activity 2.6 on page 42.

35. Explain the meaning and the purpose of an organisational chart.

36. From the CD, complete Activity 2.2 page 42.

37. Distinguish between the four levels of management.

38. Copy Figure 2.14 on page 46.

39. What is management?

40. What is managerial decision making?

41. What are operational managers?

42. What are operational decisions?

43. In table format distinguish between operational, strategic and tactical problems and decisions.

44. Complete Activity 2.8 on page 48.

45. Distinguish between external and internal information and sources.

46. List and explain two sources of internal and external information that you would need to complete your VCE

47. What are the purposes of producing information in an organisation?

48. Copy Diagram 2.19 on page 50.

49. Describe how information can be structured.

50. Complete Activity 2.9 on page 52.

51. Explain the type of information the following managers would need and use:

· Senior managers

· Middle managers

· Operational managers 

· Workers

52. Complete Activity 2.10 on page 54.

53. What is the information flow and of what use is it within an organisation?

54. Complete Activity 2.11 on page 55.
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