
[[BUSINESS ADMINISTRATION, EDO UNIVERSITY, IYAMHO ] 
] Page 1 
 

 

COURSE CODE: BUS 121 

COURSE TITLE: INTRODUCTION TO BUSINESS II 

NUMBER OF UNITS: 3 Units 

COURSE DURATION: THREE HOURS PER WEEK 

 

COURSE LECTURER:  DR ODIWO WILLIAMS OMOKHUDU 

INTENDED LEARNING OUTCOMES 

At the completion of this course, students are expected to: 

1. Define clearly the meaning of Personnel Management, linking between 

Personnel Management and Human Resources  

2. Understand the Management functions, areas cover by personnel 

Management, objectives and challenges of Personnel Management  

3. Understand what Man power planning is about, objectives and determinant 

Man power planning 

4. Understand recruitment processes ,training and development in an 

organization 

5. Understand what performance appraisal ,compensation methods and 

determination of wages and salaries in an organization 

6. Understand what lead to staff discipline and reasons why employees fail to 

conform to rules 

7. Understand what constitutes Production Management and its functions, 

layout planning 

8. Understand Accounting and financial principles in business organization  

9. Understand the applications of insurance and existing business prospects in 

Nigeria today. 

10. Understand what constitutes Marketing concepts, process and marketing mix 

in different business situations as a student 

11. Generate, access and work with business idea 

COURSE DETAILS:  

Week 1-2: Meaning, differences between Personnel Management and Human 

resourses 
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Week 1-2: Management functions and areas covered by Personnel Management 

Week 3: Objectives and Challenges Personnel Management 

Week 4: Definition, objectives and determinants of manpower planning 

Week 5: Benefits of Manpower planning 

Week 6: Recruitment processes of an organization 

Week 7: Training and development processes of an organization 

Performance appraisal, method of workers compensation and staff discipline 

Week 8: Risk and Insurance 

Week 9: production management aspect of business 

Week 10: Marketing management aspect of business 

        Week 11 finance and accounting aspect of business 

        Week 12 Money and banking 

Week 13: REVISION 

 RESOURCES 

• Lecturer’s Office Hours: 

• DR. Odiwo Williams Oomkhudu, Wednesdays 2-4pm,  

• Course lecture Notes: http://www.edouniversity.edu.ng/oer/Bus /BUS121.pdf 

• Books: 

  An Introduction of the Principles of Management vol 2 by Ugbomhe , O. 

Ugbomhe , Osagie, N.G,Bestway publishers, Auchi.  

 Principles of Management vol 2, by V.A Umoru, Prosper prints publshers Auchi.New 

Edo state. (recommended). 

 Managing social issues in business organizations: A strategy analysisby C.I Onwuchekwa 

Zik Chukss communication 1996 

 Human Recourses management :An Introduction by Sola Fajana,Lbofin and company 

,Lagos ,2006  

 Administrative theories management thought by R.K Sapru New Delhi 2013  
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Class work: 

• Multiple parts (2 or 3). 

• Must be done in class  

• Home works + class work:+ individual and group assignment 30% of final grade. 

• Exams: 

• Final, comprehensive (according to university schedule): ~ 70% of final grade 

Assignments & Grading 

• Academic Honesty: All class work should be done independently, unless explicitly stated 

otherwise on the assignment handout. 

• You may discuss general solution strategies, but must write up the solutions yourself. 

• If you discuss any problem with anyone else, you must write their name at the top of your 

assignment, labeling them “collaborators”. 

• NO LATE HOMEWORKS ACCEPTED 

• Turn in what you have at the time it’s due. 

• All home works are due at the start of class. 

• If you will be away, turn in the homework early. 

• Late Home work (Home work) will not be accepted, but penalized according to the percentages 

given on the syllabus. 

PREAMBLE: 

Nature and Scope of a business.  

PERSONNEL MANAGEMENT  

INTRODUCTION  

The term ‘personnel management’ has been used to describe that function of 

management that deals with the recruitment, employment, training, development, 

safety and departure of employee. 

 DEFINITION OF PERSONNEL MANAGEMENT  

 Personnel management has been defined by different authors and scholar based on 

their perception about it. Among these definitions are:  

Cuming (1980) defined personnel management to be concerned with obtaining the 

best possible staff for an organization and having got them, looking after them so 

that they will want to stay and give their best to the job. Cole (2002) stated that 

management which has the following responsibilities.  

Formulating, proposing and gaining acceptance for the personnel policies and 

strategies for the organization.  
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Advising and guiding the organization's manager or implementation of personnel 

policies and strategies.  

Providing adequate personnel service for the organization to enable it recruit, 

motivate and develop sufficient and suitable employees at all levels.  

Advising the organizational managers of the human consequences of change. 

The institute of personnel Management (IPM) (1967) defined personnel 

management as the part of management concerned with people at work and with 

their relationship within an enterprise. Its aim is to bring together and develop into 

an affective organization the men and women who make up an enterprise and 

having regards for  the well being of the individual and of working groups to 

enable them to make their best contribution to its success.  

There has been a noticeable popularity in the use of the term “Human Resource 

Management” (HRM) to replace the term Personnel Management   (PM)  

Fisher et al (2003) assert HRM to involve all management decisions and practices 

that directly affect or influence  the people, or human resource who work for the 

organization.  

Robbins and Coulter (2007) defined HRM as the process by which manager ensure 

that they have the  right number and kinds of capable people in the right place and 

at the right time.  

Doft and Maricic (2004) opined that HRM refers to the design and application of 

formal systems in an organization to ensure the effective and efficient use of 

human talent to accomplish organization goals. This includes activities undertaken 

to attract, develop, and maintain an effective work force.  

Although the term “HRM and PM” have been used interchangeably, there are 

salient feature that distinguished them from each other. These fundamental features 

are 
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s/no.  Personnel management  implies  HRM implies  
1.  
2.  
 

3.  

 

   4.  
.  
5.  

 
    6 

    

 

   7 

     

    8 

    

    9 

    

Reactive, serving role   
Emphasis on implementation of 

procedures  
Focus on employees’ need in their 

own right  
Specialist department  

   

Employees seen as cost to be 

controlled.  
Presumption of union management 

conflicts  

   

Preference for collective bargaining  

of pay and conditions.  
Serving other department or units  
Supporting changes   
Less flexible approach to staff 

deployment.  

   

Proactive, innovative role  
Emphasis on strategy  
Focus on employment in  the 

light of business need.  
General management  activity   
Employees seen as 

investment to be nurtures  as 

well as cost to be controlled.  
Conflict dealt with by team 

leaders within  their team  
Management led planning of 

people, resources and 

employment condition.  
Contributing  “added value as 

business.  
Stimulating change 

Completely flexible approach 

to staff deployment   

 

Management Functions: 

These functions consist of: 

Formulation of personnel policy  

Planning: it involves the determination of personnel requirements of the 

organization.  

Organization: It is concerned with building organizational structure, diving up the 

total department s, division, sections, etc.  
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Directing:  It pertains to getting people to carry the activities s of the organization.  

Controlling:  It involves regulating activities of personnel in accordance with the 

organizational plan.  

Motivating: This is the process of making personnel department perform better.  

Determining the proper staffing level:   

The personnel department decides on the number of persons needed for the 

accomplishment of corporate objectives. The staff of a firm should not be too 

many so as not to incur excessive costs.  

AREAS COVERED BY PERSONNEL MANAGEMENT:  

From the various definitions of personnel management, it can be observe that 

personnel management policies and procedures cover the following areas. 

 Manpower planning, recruitment, selection, placement and termination.  

 Terms of employment, method and standards of remuneration.  

 Education, training and development.  

 Proper  communication channels (formal and informal)   

 Conducive working conditions and employment  services  

 Industrial relations  

 Motivation  

 Good leadership  styles  

 Job evaluation and performance appraisal  

 Safety at work  

 Reward (salary and wages) management   
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 Grapevine management.  

OBJECTIVES OF PERSONNEL MANAGEMENT 

Personnel management is concerned with the management of human resource of 

the organization, and as a maximum utilization of human assets in the achievement 

of the goals and objectives of the organization  

 The objectives of personnel management are:  

To develop, maintain an effective organization with special regard to human 

resources 

To ensure peaceful co-existence among staff and between employers and 

employees.  

To ensure that the terms and conditions of the job general are strictly adhered to.  

To provide equal opportunity to staff in terms employment and promotion in the 

organization.  

To obtain, develop and retain qualify and quantity staff required to meet the 

present and future challenges of the organization.  

To ensure that the right staff is obtain, placed in the right place and given the right 

responsibility.  

To ensure maximum provision of the needed resources to the employees to 

perform their duty maximally.  

CHALLENGES OF PERSONNEL MANAGEMENT 

The most common challenge faced by personnel managers are caused by constant 

change that occur within and  outside  the organization. Flippo  (1984) identified 

these problems  to be:  

Changing mix of the work force  

Changing personal values of the work force  
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Changing expectations of citizen/employees  

Changing levels of productivity  

Changing demands of government.  

CHANGING MIX OF THE WORK FORCE 

Among the major changes in the mix of personnel entering the workforce are  

Increased number of minority members entering occupations requiring greater 

skills.  

Increase levels of formal education for the entire work force.  

More female employees  

More married female employees  

More working mothers  

A steadily increasing majority of white-collar employees in place of the blue -

collar The last challenges have had much to do with many of the above-listed 

changes. Prohibition of discrimination and requirements for positives action  to 

redress imbalances in work force mix have led to greater numbers of minority 

personnel being hired for all types  of job. Steady increases in the level of formal 

education would seem too fared well for continued change. Laws as well as activist 

groups have contributed to greater numbers of female employees entering the work 

force. The challenging this have brought to personnel management is that most 

women within their working age are mother or still bear children; this make it a 

little problematic for the organization to manage, therefore personnel managers 
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should seriously consider practices such as flexible hours of work, sharing of one 

job by two or more workers, and providing child care during working hours.  

CHANGING PERSONAL VALUES OF THE WORK FORCE 

Employees have recently realized the importance of personal values. Instead of 

organizations providing the basic guides to living, persons are now responsible for 

exploring and determining for themselves what they want to do and become. With 

this philosophy, work becomes only one alternative among many as a means for 

becoming a whole person. Family activities, leisure, vocations and assignment in 

government, churches, and schools are all equally viable means through which a 

person can find meaning and become self-actualized. The absolute measure of a 

man is the value which is merged with the concept that all people are members of 

the great human family. Climbing the organization ladder of success of its 

accompanying materialistic symbols becomes less important than self-expression 

through a creative accomplishment. Quality of life is preferred to quantity, equity 

to efficiency, diversity of conformity, and the individual to the organization 

(Flippo 1984).  

With respect to an increasing emphasis upon the individual as compared with the 

organization, a number of changes in personnel programmes have been tried. 

Attempt has been made to redesign jobs to provide challenging activities that meet 
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needs of the human ego. The design called “flextime” is a programme that allows 

flexible starting and quitting for the employee. Simply, an opportunity given to 

employee to choose to start work earlier and quit/close early. Though flextime fits 

quite well with the new values of the modern work force, such plans have also 

been found to have a number of advantages to the employer among the 

advantages are: 

Enhanced productivity:  The increase in personal value enhanced productivity. 

Explanation of this include better morals, better fit of work time to the  employee’s 

time, courtesy, improved handling of fluctuating workload, and increased  

customer service. Reduced employee tardiness and absenteeism:  arrival time is 

within a two-hour flexible When contemplating a late arrival under a fixed 

schedule, the employee  is often tempted to skip work altogether. If the approved  

band, both tardiness and absenteeism from this source are eliminated. Personal 

errands can be taken care of without the necessity of being officially absent for all 

or portion of the day.  

Improved moral and reduced turnover:  Flexi time provides the employee with 

some control over the work day, thereby constituting types of job enrichment. 
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Employees are treated substantially in the same fashion as managers and 

professional personnel.  

Some of the disadvantages associated with the employer’s utilizing a flexi time 

schedule are utility cost; supervision etc utility costs are increased since the plant is 

open for longer periods. And supervision may become a problem since a 

 single supervisor cannot be present for the full day or hours authorized.  

Changing expectation of citizen/employees: 

There are increasing signs that external rights of citizenship .are penetrating the 

boundaries of business enterprises in the interest of improving the quality of work 

life. Two prominent illustrations are : 

• Freedom of speech, and  

• The right of privacy  

The big question is, should employees be allowed to speak up and criticize the 

organization’s management and its product without jeopardizing their job security? 

In public organizations, this right of “whistle blowing” is fairly well protected. 

Though some private firms have voluntarily adopted policies favourable to 

employee freedom of speech, others have been forced to such practices through 
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court cases. There has been more voluntary movement in the area of privacy than 

in conjunction with freedom of speech.  

CHANGING LEVELS OF PRODUCTIVITY 

Personnel managers have been faced with a lot of challenge due to changes in 

production level due to:  

Numerous federal regulations and laws have added to the cost of doing 

business with enhancing productivity in the short run, such as environmental 

protection, health and safety, affirmative action etc.  

Such laws have led to increased numbers of new female and minorities may 

have resulted in less productivity during the introductory period.  

With pressure from stockholders, stock markets and financial institutions, 

they tend to postpone vital research, development, and new plant investment 

in the interest of short-term showings. This leads to declining productivity 

over time. It is also contended that various tax laws have discourage 

innovation and new plant investment.  

Adversarial relationships with labour unions reduce cooperative efforts that 

would enhance productivity.  
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Employee alienation leads to refusal to collaborate in the interest of improving 

productivity. Poor employee attitudes have been caused by such factors as 

high job insecurity, narrow and meaningless jobs, and autocratic managers 

who deny significant employee participation in decisions affecting the work 

and the quality of work life.  

CHANGING DEMANDS OF GOVERNMENT 

This context poses a lot of challenges on personnel management as a result of 

constant change in government legislation, and thus, personnel management is 

becoming increasingly legalized.  

  

MANPOWER PLANNING  

Manpower planning is also called Human Resource Planning. It is a process of 

ensuring that the personnel need the organization will be constantly and 

appropriately met in the bid to achieve organization objectives. That is, it is a 

process of forecasting future employee demand and supply.  

OBJECTIVES OF MANPOWER PLANNING 

Shokan 1995  identified the objective of manpower planning as:  
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 To ensure the presence of right number of employees, with right level of 

skills, in the right job, at the right time and performing the  right 

activities so as to achieve the objectives of the organization.  

 To ensure the optimum use of human resources currently employed.  

 To provide for future manpower needs of the organization in terms of 

skills, number and age.  

DETERMINANTS OF MANPOWER PLANNING 

I. Manpower planning will enable a personnel manager to answer the 

following question:  

II. What kinds and number of people is the firm currently having?  

III. What kinds of people does the organization require?  

IV. What is the number of people required?  

V. Over what time span are these people required?  

VI. How can the organization meet the shortfall between the existing 

employees and future employee needs from internal and external 

sources?  
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VII. What changes are taking place in the external labour market which 

might affect the supply of manpower?  

MANPOWER PLANNING PROCESS 

The steps involved in the process of manpower planning are:  

a. Identify and assess the relevant internal and external factors.  

b. Carry out the audit of current jobs numbers of current employees and 

employee skill by generating human resources inventory highlighting 

names, education, training prior to employment, languages spoken, 

capabilities, and specialized skills. This exercise enables managers to 

assess what talents and skills are available  

c. Predict the future gross human resources need of the organization.  

d. Compare the overall, manpower needs to the existing human inventory 

to determine net manpower needs.  

e. Develop the human resources programme so as to match to supply of 

labour with estimated demand. The existing human resource may need 

to be reduced, increased or adjusted. 
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BENEFITS OF MANPOWER PLANNING 

The benefits of manpower planning are:  

I. Personnel costs may be less; unnecessary personnel costs are avoided.  

II. Workers enjoyed better opportunities  

III. Development of managers can be planned.  

IV. Top management has better view of human dimensions of business 

decision.  

V. It provides the organization with the opportunity of locating talents 

because needs are anticipated and intensified before the actual staffing.   

RECRUITMENT OF STAFF 

Recruitment of staff is the process of searching for or locating prospective 

staff and stimulating them to apply for jobs in the organization. It involves 

the creation of a pool of available labour from which the organization can 

draw qualified candidates for job vacancies by screening out or eliminating 

those not suitable for hiring. It is the development of more applicants than 

the job available. Recruitment should aim at seeking and attracting only 
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qualified job candidates. Recruitment could be made from within the firm 

or from outside sources 

SOURCES OF RECRUITMENT 

A business organization may recruit staff from internal sources (internal 

recruitment) or external   sources (external recruitment)/  

A particular job opening can be filled by promoting or transferring staff 

within the company to the vacant position. Competition for the vacant 

position may be limited to the staff of the organization. The competition may 

be informed of test and/or interview.  

INTERNAL SOURCE OF RECRUITMENT 

Thus, the internal sources of recruitment are:  

Recommendation by company executives, Recommendation by employees, 

Skill and experience inventory of staff, Internal transfer from within the 

company  

Promotion of staff, Seniority lists, Posting vacancy and inviting applications 

for those positions.  
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ADVANTAGES OF INTERNAL RECRUITMENT 

1. Filling of job opening from within the company has the following 

advantages:  

2. It stimulates preparation for possible transfer promotion.  

3. It increases general level of morale and motivation by fostering loyalty 

and inspiring greater effort among organization members.  

4. It makes individuals inclined to stay with  the  organization because of 

possible  future  promotions.  

5. It is usually less expensive to recruit from within than to hire from 

outside the organization.  

6. The error of making wrong decision is reduced because the company 

can obtain more accurate data about the employees within the 

company.  

7. Full use of employees abilities lead to improvement in the company’s 

return on its investment.  

8. Individuals recruited from within a firm will obviously be acclimated to 

the organization.  
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9. Dissatisfaction among company’s employees reduces.  

DISADVANTAGES OF INTERNAL RECRUITMENT 

The disadvantages of internal sources of recruitment are:  

1. It reduces the chance for a fresh viewpoint  to enter  the organization  

2. New ideas and innovation s may be stifled by the attitudes of the 

promoted or transferred employees.  

3. People may tend to be promoted up to a level incompetence during 

which they are unable to perform (this is called  peter  principle).  

4. It may encourage complacency because employee may assume that their 

seniority will assure promotion.  

5. It limits the pool or talents available to the company  

EXTERNAL SOURCE OF RECRUITMENT   

1. A vacant job within a business organization can be filled from external 

sources. The wide range of external sources for recruiting potential staff 

is as follows:  
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2. Advertising in electronic and print media, newspapers, magazines, 

professional journals, trades journals, radio television, etc.  

3. Private employment agencies engaged in executive search.  

4. Public or government employment agencies (e.g NDE, Ministry of 

Labour)  

5. Recommendations of business associates or present  employer = 

6. Educational institutions (schools, Colleges, polytechnics or Universities).  

7. Labour  unions  

8. Casual  applicants  or unsolicited applicants  

9. Professional bodies  or organizations  

10.  Competitor’s  staff  by raiding  

11. Staff from non-competing  companies  

12. Employees of customer  

13. Nepotism  or  the hiring  of relations  

14. Display cards or notice in offices, shop windows, etc.  
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FACTORS INFLUENCING RECRUITMENT  

1. The source of recruitment to be adopted by the company will depend 

on:  

2.  Company’s policy  

3. Manpower  plan  

4. Nature of the job  

5. Supply  and demand  for labour  

6. Nature of the existing market situation. 

INDUCTION/ORIENTATION 

Induction or orientation is a means of introducing a newly appointed staff to 

the job and organization. It also includes a tour of the organization’s physical 

facilities.  

OBJECTIVE OF INDUCTION/ORIENTATION  

The main objective of induction/orientation is:  

I. To familiarize new employees with the job, work unit and the 

organization   as a whole  
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II. To reduce the initial anxiety all new workers feel as they begin a new 

work.  

III. To facilitate outside/inside transition.  

IV. To expand the information the new employees obtained during the 

recruitment  and selection exercises  

V. To clarify specific duties and responsibilities of employees and 

performance evaluation system of the company.  

VI. To rectify any unrealistic expectation the new workers might hold about 

their job.   

INFORMATION DURING INDUCTION/ORIENTATION  

During the period of induction/orientation, the new employees acquire 

information about:  

1) Organization’s objectives, history procedures, rules and regulations 

philosophy.  

2) Relevant personnel policies and benefits-work hours pay procedure, 

overtime requirements, fringe benefits grievance procedure etc.  
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3) Goals  of the work unit  

4) Contribution of their job to departmental goals 

TRAINING AND DEVELOPMENT  

Training:  Consist of learning activities designed to improved current job 

performance. The objectives of training can be stated in specific behavioral 

terms. The methods of effecting training are: on the job training, apprentice 

training, vestibule training, computer-assisted instruction, etc.  

Consists of learning activities that increase the competence and ability of 

employees to progress with the organization  as it  changes and grows. The 

objectives of development cannot be stated in specific behavioral terms. 

The development methods are not the job coaching mentoring and job 

rotation. 

Education: Differs from both training and developments in that educating 

consists of learning activities that prepare an employee to move up the 

organization. For a business organization to succeed, its employees must be 

developed in such a way that their technical, human, conceptual, diagnostic 

and administrative abilities may be improved upon. The staff development 

and training should be a continuous exercise in view of changing conditions 
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within the company and the external environment in which it exist. These 

changing conditions necessitate the need to continuously update workers 

knowledge.  

THE NEED FOR TRAINING AND DEVELOPMENT. 

Training, development and education are needed in an organization so as:  

 To improve and increase the knowledge, skills and abilities of staff.  

 To prepare them for movement in the areas of promotion and transfer.  

 To prepare  them for job  requiring  more knowledge, skills  and 

abilities 

 To update the knowledge, skills, and abilities in view of the changing 

environmental factors.  

TYPES OF TRAINING 

The various types of training available to an organization are: 

    Induction or Orientation Training: It is a means of assisting a new 

employee to learn about an organization and its environment. It 

provides the employee with information about his/her employers that 

will enable him to fit properly into the organization he/she is to work. It 
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is   also a means of introducing the staff to the organization, other 

employees his work department and job. 

  On-the –job Training: This is training in which an employee is taught 

how to perform certain jobs. It is designed for staff to acquire greater 

aptitude, skill and knowledge for their job. The trainee is subsequently 

allowed to actually do the job under the supervision of the trainer-

employee’s superior. On –the –job training  is of two  types, namely:  

Job Rotation/Cross Training:  

  It involves an employee learning several jobs within the department or 

other departments and performing each job for a specified   period of 

time. On-the-job training has the following merits.  

 It needs no special  facilities  for the training;  

 It enables the personnel to do productive work during the learning 

process.  

 Apprenticeship Training:  It is administered on personnel in skilled 

trades. Examples of such trades are barbing, painting, decorating, 

baking, bricklaying, photography, carpentry, printing, tailoring, and 

welding. The trainee is expected to work under the direct supervision of 
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experts in the trade for a long period of time before becoming 

proficient.   

 Supervisory Training: This training is meant for actual or potential 

supervisors. It is aimed at imparting necessary supervisory skills and 

knowledge  

 Management Training:  it is a training that has the following objectives.  

 To develop potential managers.  

 To broaden the knowledge and skills of managers in order to cope with 

modern management techniques.  

 Off-The –Job Training: This types of  training is conducted off-the-job. 

It is administered in a classroom situation. The training may be in the 

form of lectures, case studies, roles playing and management games. 

This training   can be conducted within the company by senior  

employee (s) or by outside consultants. On the other hand, staff may be 

sent out to attend courses, conferences or seminars organized by 

consultants locally or abroad.  

 OBJECTIVES OF TRAINING  
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 The objectives of training are:  

I. To satisfy manpower needs.  

II. To re-train employees for new and more challenging jobs.  

III. To provide initial knowledge about a company to new employees.  

IV. To reduce accidents, poor work, etc.  

V. To bring managers and supervisors up to date in management 

techniques.  

To supplement academic education of employees. 

 PERFORMANCE APPRAISAL  

Performance appraisal is a systematic evaluation or judgment of the 

performance of individuals and his potentials for development or 

advancement. It can also be viewed as the measurement of each employee’s 

work against the performance standards set for his or her job.  

 OBJECTIVES OF PERFORMANCE APPRAISAL  

 The objectives of performance appraisal are:  
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I. To continuously give feed back to subordinates about how well they 

are doing their work.  

II. To identify those employees who require additional training.  

III. To identify employees who are qualified for promotion, salary 

increases, transfers, demotions, termination, etc.  

IV. To motivate staff to increase their performance  

METHODS OF PERFORMANCE APPRAISAL  

The common methods of appraising staff include:  

Grading of employees:  

 Superiors grading  of subordinates  

a. A group of superiors, e.g Managerial Committee, series of Managers, 

grading subordinates.  

b. Subordinates grading  superiors  

c. Rating  Scale:  It involves assessing  or evaluating an employee on a 

form with respect  to his/her  personal characteristics  or factors, and  

performance  against  each  of   which  a scale is assigned. Sections exist 
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at the appropriate part of the form for remark and suggestions by the 

assessor (s).  

Objective Assessment:  

   There are two variants of this method. First of all, an employee is 

given the opportunity to assess himself. The superior subsequently 

passes his techniques involves an assessor evaluating an employee. 

Later, the employee is allowed to go through his assessments, pass his 

comments and append his signature.  

Ranking factors on an incremental scale: This method is commonly used in 

the civil service and public sector organizations. Performance evaluation is 

usually based on the following factors:  

I. Individual’s personal characteristics: Decisiveness, intelligence 

creativity, ability to get along with others.  

II. Initiative  

III. Communication skill  

IV. Planning skill  

V. Career potential  
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VI. Adaptability  

VII. Timeliness in action  

VIII. Attendance and punctuality  

IX. Accuracy  

X. Physical fitness  

XI. Alertness  

XII. Appearance.  

METHODS OF COMPENSATING WORKERS 

The commonest methods of compensating employees are through:  

I. Salary system  

II. Wages system  

III. Fringe benefits and  

IV. Non-financial  incentive  
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Salary System: Is a basic pay that is obtained at regular intervals of one 

month or a forth night. This is based on some compensable factors like 

skills, efforts, responsibility and working conditions.  

The determination of salary is an important function of personnel 

management because to the company, salary constitutes more than .one third 

of the total expenditure of most organizations.  Secondly, to the employee 

salary determines his purchasing power and via-a-vis his status, influence, 

power, popularity, prestige, recognition and success in the society.  

    Wages System:  under wage administration, the employee is paid as casual 

worker on daily basis.  

Fringe benefits: They may be referred to as employee benefits, others look at 

the cost and labeled them as hidden payroll, others brand them as service 

programme or non-wage payment. They could be divided into three main 

categories:  

 Payment for time not worked.  

 Economic protection against industrial or occupational hazards.  

 Employee services  
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 Payment for time not worked: This include;  

 Annual leave  

 Casual leave 

 Examination leave  

 Maternity leave  

 Sick leave  

 Clothe change time  

 Paid  rest period  

 Public  holiday  

Paid lunch time, Voting and census time 

Economic protection against industrial or occupational hazards.  

 The benefits are as follows:  

 Illness 

 Permanent  disability  
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 Life insurance  

 Medical services  

 Injury  

 Old age  

 Health insurance  

 Disability  insurance  

 Credit union  

This include the following:  

 Cafeteria  

 Housing  loans  

 Housing  grants  

 Interest-free-loan  

 Paid-working –clothing  

 Paid  medical service  

 Paid legal services.  
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 Paid membership in professional bodies  

 Transportation  

 Use of company  vehicles  

 Club membership 

Non-financial incentive: 

This non –involvement of monetary rewards. In other words the 

compensation is in kind. Some of  them are:  

 Freedom to use initiative  

 Praises  

 Job enrichment  

 Recognition  

 Job autonomy  

 Suggestion system  

 Meeting  with subordinates  

 Seniority  system  
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 Publication  of specific  achievement  by employees  

 Grievance   procedure  

 Staff training  and development  

 Parking facilities.  

DETERMINATION OF WAGES AND SALARIES 

One of the important functions of personnel management is to 

determine the wages and salaries that are paid for jobs. There are so 

May factors which combine to determine the wages and salaries that are 

paid by an organization. Their factors include:  

• Prevailing  Wages: Organization’s  which are within the same industry 

try as much as possible  to pay competitive  wages  and salaries  so as  to 

be  able to attract  and retain qualified staff.  

• Supply and Demand: When the supply of a particular type of labour is 

scarce its wages or salaries will rise and verse-versa.  

• Cost of Living:  When the cost of living rises, wage and salaries   of 

employee ought to follow in the same direction.  
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• Ability of the organization to pay:  The ability of an organization  to pay 

wages  and salaries  to its employees will determine the amount of wages 

and salaries  to be  paid  

• Productivity: The higher the productivity of the worker, the higher also 

is the wages and salaries received. When the productivity is high, he will 

be needed to be   pay higher wages and salaries but when the 

productivity is low; wages and salaries are bound to be low.  

• The values or importance attached to a job: The higher the importance 

attached to a job in an organization, the higher also the wage and 

salaries paid for their job.  

• Collective bargaining power: In most cases both federal and state 

government  determine the minimum wages and salaries  for workers in 

the public sector and  also advise  the private  sector  to negotiate with  

their  employee depending  on the  ability to pay. 

STAFF DISCIPLINE 

• Members in an organization need to respect the rules and agreement 

that governs the organization. To fayol, discipline results from good 
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leadership at all levels of the organization, and   fair agreement, (such as 

provisions of rewarding superior performance).  

 REASONS FOR STAFF DISCIPLINE  

Offenses that could lead to staff discipline include:  

a. Sleeping  on duty  

b. Leaving duty post without permission  

c. Absent from duty without permission  

d. Smoking/drinking  while on duty  

e. Fighting  with a co-worker in the work  

f. Deliberate  reduction in output  

g. Excessive  deliberate production  of defective unit  

h. Deliberate falsification of official records  

i. Leaking of official secret  

j. Stealing  and dishonesty  

k. Willful damage of the organizational property  



[[BUSINESS ADMINISTRATION, EDO UNIVERSITY, IYAMHO ] 
] Page 38 
 

l. Gross insubordination  

These offenses may be classified as major or minor depending on the 

organization. In dealing with the above offenses, experience and tactics on 

the part of managers are put to proof in the choice and degree of sanction 

to be used,  such as warnings, fines, suspensions, and demotion.  

Generally, progressive punishment should be adopted as follows:  

I. Simple oral warning for minor offense  

II. Oral warning that is noted in the person’s employment record.  

III. Written warning noted  in employment  record   

IV. Suspension from the job which varies in length from one day to two or 

more weeks.  

V. With holding  of annual increment or promotion  

VI. Demotion to a lower rank or grade  

VII. Discharge or dismissal  
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PRINCIPLES FOR THE ADMINISTRATION OF DISCIPLINE IN AN 

ORGANIZATION  

I. It is essential that every employee and every supervisor know the result 

of violating any work rule. In the administration of discipline the 

following rules should be observed.  

II. The individual should know the standards of performance he is 

expected to achieve and the rules to confirm. These rules should be 

made available in the employee handbook and explained to workers 

during orientation programme.  

III. He should be given a clear indication of where he is failing or the rules 

he has broken or violated.  

IV. Except in cases of gross misconduct, he should be given an opportunity 

to improve before disciplinary action is taken.  

V. The person knows the nature of the accusation against him.  

VI. He should be given the opportunity to state his cases and he should be 

heard.  
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VII. The employee should be allowed to appeal to a higher authority if he is 

not satisfied with the first stage of action.  

REASONS WHY EMPLOYEE FAILS TO CONFORM TO RULES.  

 Some of the main reasons that employee fails to conform to the 

established rules in an organization are:  

a. The rules are viewed by employees are meaningless and unreasonable, 

because rules are meaningless if employees do not know the reasoning 

behind them.  

b. Violation of rules occurs when employees no longer fear punishment for 

violations.  

c. There are employees who will violate rules because they feel underpaid 

or perhaps because they feel that management discriminates against 

them.  

d. Creating undetected discipline problem is seen by some employees as an 

excellent way to retaliate against their supervisor.  

e. Some violation of rules is truly unintentional reflects a lapse in memory 

caution.   
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INTRODUCTION  

Business is economic activities directed at the provisions of goods and services 

with the sole aim of profit making. This economic activities ranges from 

financial services, accounting services, personnel, marketing, advertisement, 

health, education, production, business centres (photocopying and typing 

stores, telephone, cybercafé, etc), and research and development (R and D).  

There are also non-profit making businesses but, for the purpose of this text, 

we will concern ourselves with the profit motive businesses. 

Profit in business is not an immediate outcome when a business is established. 

It is what may take place after a series of’ turnover, and over a time frame.  

This time frame which may be in the very short period, medium period or 

even long term period, depending on the nature of the business, is full of 

uncertainty or occurrence of events that may affect the business ability to 

achieve the desired goals. This uncertainty or events can be fire outbreak, 

theft/burglary, accident, drought, sea hazard or death, are referred to, as risk.  

Business takes different forms. This may be small scale, medium scale or large 

scale such as, the one-man business, the partnership, co-operative societies or 
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those of the joint stock companies. In undertaking any of these forms of 

businesses, an entrepreneur is exposed to risk. 

What is risk? What are the business risks an entrepreneur is exposed to? How 

can business risk be managed? 

BUSINESS RISK  

Risks are the uncertainties surrounding the expected outcomes from business 

activities. Technically, this uncertainty may be positive or negative. However, 

general usage tends to focus only on potential harm that may arise from the 

uncertainties which may occur either from incurring a cost [downside risk], 

or by failing to attain some benefits [upside risk).  

In this way, risk can also be defined as the probability of loss to which the 

business enterprise is exposed to. In the work place, incidental and inherent 

risks exist. 

Incidental risks are those risks which occur naturally in the business but are 

not part of the core business. For example, risk can be caused by economic, 

social and political phenomenon such as war, inflation, pollution, earthquake, 

floods, drought, labour strike, delay in passing the budget, even death, and 

machine accident, etc.  
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Inherent risks are those risks that are inherent with business operations and 

thus, can have a negative effect on the business profits. Inherent risks include; 

frauds, embezzlement, fire outbreak, break down of machines, theft/burglary, 

pest, diseases or heath hazard, etc.  

INSURANCE  

An entrepreneur can manage business risks by taking an insurance policy. 

Insurance, in law and economics, is a form of risk management primarily 

used to hedge against the risk of a contingent loss. Insurance is defined as the 

equitable transfer of the risk of a loss, from one entity to another, in exchange 

for a premium. It can also be thought of as a guaranteed and known small loss 

to prevent a large, possibly devastating loss.  

It is a valuable sort of protection against business risks that might arise in the 

course of business operations. This is the role of the insurance company. 

 An insurer is a company selling the insurance policy. An insured or 

policyholder is the person or entity buying the insurance. The insurance rate 

is a factor used to determine the amount to be charged for a certain of 

insurance coverage, called the premium. 
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CLASSES OF INSURANCE  

Any risk that can be quantified can potentially be insured. Specific kinds of 

risk that may give rise to claims are known as “perils”. An insurance policy 

will set out in details which perils are covered by the policy and which are not. 

Below are list of the many different types of insurance that exist. 

[a] Auto/Motor vehicle insurance  

Business vehicles can sometimes be involved in auto/motor accidents. Auto 

insurance policy protects you against financial loss arising from motor 

accidents. Auto insurance provides for the following: 

1.  Pay for damage to or theft of your  car.  

2.  Legal responsibility to others for  bodily injury or property damage.  

3. Medical pays for the cost of treating injuries, rehabilitation and 

sometimes lost wages and funeral expenses. 

Auto/Motor vehicle insurance policies are of two types: comprehensive motor 

vehicle policy and third party motor vehicle policy. 

[b] Home insurance  
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Home insurance provides compensation for damage or destruction of a home 

by members of the household, including pets. Insurers offer a package which 

may cover liability and legal responsibility for injuries and property damage. 

[c]  Health insurance  

 In a case of a worker taking ill, sick or have a motor accident or 

accident in a work place, the health insurance policy covers the payments for 

the treatment of the insured worker. Health insurance policy is insurance that 

cover the cost of medical treatments of workers and their immediate families. 

In Nigeria, such policy is called the National Health Insurance Scheme-NHIS. 

[d] Accident and Sickness insurance  

 Accident arises when embarking on a journey, injuries sustain or death 

in a place of work. Thus, an employer can take accident/sickness insurance 

policy to cover their employees/workers against accident and illness that may 

have been sustained in the course of their works. This insurance policy, 

provide financial support in the event the policyholder is  

unable to continue working due to disabling illness or injury sustained in the 

course of working. It provides monthly support/payment to such person 

involved. The policy also covers goods and merchandise that are being 



[[BUSINESS ADMINISTRATION, EDO UNIVERSITY, IYAMHO ] 
] Page 46 
 

transported from one place to another. Likewise, when goods are carted away 

by theft, burglary, armed-robbers, etc. from. business premises.  

[e] Fire insurance  

 Fire outbreak is a business risk that can create loss, damages or havoc 

to business operations. Fire outbreak can result from lighting, explosion of 

domestic appliances such as kerosene can, petrol can, candle light or faulty 

electrical wiring, etc. A fire insurance policy can, indemnify the insured 

against any loss/damage occasioned by fire. 

[f] Marine insurance  

 Marine is sea transportation. There are lots of hazard in transporting 

goods through the sea, such as sea pirates, storm, fire, collision or ship 

wreckage, etc. An entrepreneur involved with international trade should take 

marine insurance to cover such or damage from sea hazard. 

[g] Fidelity insurance  

 There are also losses that can arise from the dishonesty or fraudulent 

acts of persons/workers holding a position of trusts e.g. cashiers, accountants, 

salesmen/storekeepers etc. The fidelity guarantee insurance policy protects, 
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compensate or indemnify employers/entrepreneur against any financial lasses 

that they may incur as a result of employees’ dishonesty. 

[h] Agricultural insurance  

 In the course of carrying out farming activities, farmers sometimes 

experience crops/animals losses as a result of theft their farm goods, birds and 

animals, adverse weather conditions drought, pests or diseases and fire 

outbreak, etc. This policy thus reduced, manage, and Protect/compensate 

farmers against any loss damage caused by the aforementioned events. 

[i] Life insurance  

 It is certain that one must die. Thus, the term life insurance is to provide 

future income to the insured/assured beneficiary or dependent in the event of 

his or her death. 

 Life insurance provides a monetary benefit to a dependent’s family or 

other designated beneficiary, and may specifically provide for income to an 

insured person’s family, burial, funeral and other final expenses . Life 

insurance policies often allow the option of having the proceeds paid to the 

beneficiary either in a lump sum cash payment or an annuity. Life 

insurance/assurance takes different forms. 
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a. Whole life policy  

 Under this policy the amount of money paid-i.e. premium, as the 

insurance money would be given to the assured/insured beneficiary upon his 

or her death. The premium paid by the insured/assured is either throughout 

his or her life, or up to certain age.  

b. Endowment policy  

 This policy serves dual purposes. Apart from be use as life insurance, it 

also enable the insured/assured to accumulate cash/savings attracting interest 

rates, and may be taken by the insured if the policy is surrendered or 

borrowed against or withdraw part for his or her own use. 

Role of insurance companies  

In businesses, insurance plays the following roles. 

a. it safeguard or protect the entrepreneur against the numerous risks to 

which capital is exposed; 

b. it reduces the burden of losses to the entrepreneur; 

c. it provides the entrepreneur the confidence and security of venturing or 

investing in certain areas; 
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d. A life insurance/assurance policy can be used as collateral for raising 

loans from the bank, needed for investment or expansion purposes. 

e. it assist in aiding savings. The premium for instance, on life insurance 

accumulates overtime such that in the event that the unfortunate did not 

happen, this amount or part of the total sum can be withdraw able even with 

interest rate payment.  

BASIC PRINCIPLES OF INSURANCE  

 In carrying out insurance business, and in taking insurance policy, there 

are certain principles which guide both the insured and the insurer. The six 

principles of insurance are: 

a. Principle of indemnity  

 This principle states that the insurance company must indemnify or 

compensate the insured up to the limit of the amount covered by the policy in 

the event of what is insured against occurs,  

but the insured is not expected to make a profit out of the insurer. For 

example, if a car is worth N40,000.00, and was insured for N60,000.00, the 

insurer will only pay a compensation of up to the actual worth of the car if it is 

stolen or damaged beyond repairs. 
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b. Principle of uberrimae rides  

 It is a Latin phrase meaning utmost good faith [literally, most abundant 

faith]. That a person buying an insurance policy  

must disclosed in full to the insurance company all information/material facts 

concerning the policy he or she is insuring against. Such information/facts 

would help the insurance company to decide whether or not to cover the risk, 

and if then, what amount of premium to charge. The breach of this principle 

either by the insurance company or by the individual/company taking the 

policy will render the contract null and void.  

c. Principle of insurable interest  

Any individual/company who takes insurance policy, or insured against any 

loss or damage; that loss or damage is called insurable interest. For example, 

a person who insured his or her car against accident, and not another person 

insuring your car for his or her own benefit. 

d. Principle of mitigation  

 This principle states that the insured just because he or she has taken 

insurance policy must not behave irresponsibly, and not becoming careless 
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and inactive in the event of any mishap, rather, he or she must act like an 

uninsured person so that the risk of loss or the loss is minimized. 

e. Principle of subrogation  

 This principle states that the insured after been paid for the loss insure 

against in the event of it occurrence surrendered all legal rights to the 

insurance company- the right to collect damages assuming the loss has caused 

by the negligence of a third party. This is to ensure that insured does not 

make a profit because of the existence insurance.  

f. Principle of causa proxima-or  proximate cause  

Meaning, the proximate cause of loss, and to ascertain whether the loss is 

covered under the policy, and to determine the liability of the insurer. 

PRODUCTION MANAGEMENT  

Production could be defined as the activity that involved human effort 

leading to the satisfaction of human’s want. Although, we have earlier 

known that factors of production are: land, labour, capital and entrepreneur. 

The management be injected into production is called production 

management, it represent Lamn-1 where a-constant- L- labour m- 
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management. Organization either produces goods or service such 

organization could resembles Breweries, Hospital as the case may be. 

PRODUCTION MANAGEMENT VERSUS PRODUCTION 

 ENGINEERING  

 

 They are not the same but there are considerable areas of common 

interest. The production engineer is concerned with the design of physical 

equipment while the production manager is concerned with organization of 

the use of the equipment and other resources, man, materials and money. 

Knowledge of engineering of any sort is not necessary equipment for a 

production manager, although it could be an advantage. 

 

 

 

SYSTEM AND MODEL IN PRODUCTION MANAGEMENT  

 A system is a physical entity i.e. component or sub parts that made 

up of all while a model is a symbol way of representing the system. In a 

nutshell, a production is a system that is to say , the operation activity 

consist of a number of interrelated element. 
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 Diagram below show the input and transformation and output of a 

system.  
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(c)  Storage      -         this occurs between all operation and the time 

in                                      storage may vary from zero to an infinite 

time. 

(d) information-  information system interconnected of all 

activities and provides the basis for management decisions. 

(e) output        -  these are drawn from storage according to 

some predetermined priority rule e.g. first come, first service or 

emergencies first. 

PRODUCTION MANAGEMENT FUNCTIONS 

 

I. Design and creation  

II. Production planning  pre functions 

III. Work study 

IV. Production control 

V. Stock control 

VI. Quality control 

VII. Manteca and replacement  during production function  

VIII. Inventory control  

IX. Motivation of the works 

X. Maintenance and replacement   during production functions 
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XI. Inventory control 

XII. Motivation of the works 

 

PRODUCTION CONTROL CHARTS 

 They are pictorial means of representing a mass of actual data so 

that significance can be understood they are unduly use in industry for 

control purpose, sales. In the field of production, scheduling chart often 

constitute the foundation upon which all scheduling activities are based. 

Control chart used as tool of production control include the following: 

i.     The project layout chart  

ii.     The load chart and  

iii.     The progress chart 

The project layout- this schedules in advance the works ahead of either 

man or equipment or both and determines the relatives’ importance of work 

and enhance the sequence in which it should be performed 

The load chart: it indicates the number of hours, lays, or jobs the workload, 

ahead of a particular machine, battery of machines department or plant. 

The progress chart: it compare the progress or accomplishment made 

against a prescribe plan. It direct attention to failure, 

thus, making possible appropriate investigation and action. 
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LAYOUT PLANNING 

 It pertains to problem of partial arrangement of the component entries 

and facilities of an origination so as to secure optimum conceive in their 

location relationship. But plant layout in production management, refers to 

the arrangement of departments, machine, storage areas, and other 

integral components of an organization within the enclosure of a physical 

structure like a factor, a ware house, a retail store, an office. 

CHARACTERISTICS OF GOOD PLANT LAYOUT  

I. Maximum flexibility  

II. Maximum co-operation  

III. Maximum use of volume  

IV. Maximum visibility   

V. Maximum accessibility  

VI. Maximum distance  

VII. Minimum handling 

VIII. Minimum discomfort 

IX. Inherent safety 

X. Maximum security 

PREPARING A PLANT LAYOUT  
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The following information needs to be available when preparing plant 

layout. 

I. The type and quantity of labour, together with the company’s 

organization structure. 

II. The volume of work to be produce forms the space, both immediately 

and in the foreseeable future. 

III. The equipment needed to carry out the operations 

IV. The number of movement of materials from one work center to 

another during a given working period 

ADVANTAGE OF A GOOD PLANT LAYOUT 

i. Reduction of time and costs  

ii. Simplification of supervision and control 

iii. Maximization of space use 

iv. Accommodation of change in programmer  

v. Substance of quality of product 

TYPES OF PLANT LAYOUT DESIGN 

I. Produce layout 

II. Process layout 
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MARKETING 

DEFINITIONS OF MARKETING 

• "Marketing is the management process responsible for identifying, 

anticipating and satisfying customer requirements profitably."  

• This means the ideas, the brand, how you communicate, the design, 

print process, measuring effectiveness, market research and the 

psychology of consumer behavior all count as part of the bigger picture 

of ‘marketing’.    

• An understanding of what customers need and value, is central to 

marketing. Learning your customers' needs and how you can add value 

through marketing activities paves the way for a successful business in 

the long term 

EVOLUTIONS OF MARKETING 

B2B - marketing to other businesses 

Business-to-business or B2B marketing involves products or services that are 

sold to other businesses or organisations.  
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These products are often referred to as industrial goods which could include 

yarn for use in textile manufacture, installations - such as large-scale 

equipment, aircraft, production machinery and operating supplies like paper, 

pens, etc. Many roles require specialist technical or scientific knowledge. 

B2C and FMCG - marketing directly to consumers 

Business-to-consumer marketing (B2C) relates to people who buy products 

and use services for their own personal or domestic consumption.  

This includes durable items such as cars, white goods and consumer goods for 

speedy consumption such as food, drinks and toiletries, also known as FMCG 

(Fast Moving Consumer Goods). 

Approaches to Marketing 

a. An integrated marketing approach 

b. Marketing strategy 

c. Market research 

d. Marketing communications 

e. Brand management 
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f. Direct marketing 

g. Advertising 

THE MARKETING CONCEPTS/PHILOSOPHY 

a. What philosophy should guide a company marketing and selling 

efforts?   

b. What relative weights should be given to the interests of the 

organization, the customers, and society?   

c. These interest often clash, however, an organization’s marketing and 

selling activities should be carried out under a well-thought-out 

philosophy of efficiency, effectiveness, and socially responsibility. 

d. Five orientations (philosophical concepts to the marketplace have 

guided and continue to guide organizational activities: 

THE FIVE CONCEPTS 

The Production Concept 

This concept is the oldest of the concepts in business.  It holds that consumers 

will prefer products that are widely available and inexpensive.   
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Managers focusing on this concept concentrate on achieving high production 

efficiency, low costs, and mass distribution.  They assume that consumers are 

primarily interested in product availability and low prices.   

This orientation makes sense in developing countries, where consumers are 

more interested in obtaining the product than in its features. 

The Product Concept 

This orientation holds that consumers will favor those products that offer the 

most quality, performance, or innovative features.  Managers focusing on this 

concept concentrate on making superior products and improving them over 

time.  

They assume that buyers admire well-made products and can appraise quality 

and performance.  However, these managers are sometimes caught up in a 

love affair with their product and do not realize what the market needs.   

Management might commit the “better-mousetrap” fallacy, believing that a 

better mousetrap will lead people to beat a path to its door 
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The Selling Concept. 

This is another common business orientation. It holds that consumers and 

businesses, if left alone, will ordinarily not buy enough of the selling 

company’s products.  

 The organization must, therefore, undertake an aggressive selling and 

promotion effort.  This concept assumes that consumers typically show buying 

inertia or resistance and must be coaxed into buying. 

  It also assumes that the company has a whole battery of effective selling and 

promotional tools to stimulate more buying. Most firms practice the selling 

concept when they have overcapacity.  

Their aim is to sell what they make rather than make what the market wants.  

 The Marketing Concept. 

This is a business philosophy that challenges the above three business 

orientations.  Its central tenets crystallized in the 1950s.  

 It holds that the key to achieving its organizational goals (goals of the selling 

company) consists of the company being more effective than competitors in 

creating, delivering, and communicating customer value to its selected target 
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customers. The marketing concept rests on four pillars:  target market, 

customer needs, integrated marketing and profitability. 

The Societal Marketing Concept 

This concept holds that the organization’s task is to determine the needs, 

wants, and interests of target markets and to deliver the desired satisfactions 

more effectively and efficiently than competitors (this is the original 

Marketing Concept).  Additionally, it holds that this all must be done in a way 

that preserves or enhances the consumer’s and the society’s well-being. 

The marketing Mix 

The marketing mix definition is simple. It is about putting the right product 

or a combination thereof in the place, at the right time, and at the right price. 

The difficult part is doing this well, as you need to know every aspect of your 

business plan. 

As we noted before, the marketing mix is predominately associated with the 

4P’s of marketing, the 7P’s of service marketing, and the 4 Cs theories 

developed in the 1990s. 
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Marketing Mix – Product 

I. What does the client want from the service or product? 

II. How will the customer use it? 

III. Where will the client use it? 

IV. What features must the product have to meet the client’s needs? 

V. Are there any necessary features that you missed out? 

VI. Are you creating features that are not needed by the client? 

VII. What’s the name of the product? 

VIII. Does it have a catchy name? 

IX. What are the sizes or colors available? 

X. How is the product different from the products of your competitors? 

XI. What does the product look like? 

Marketing Mix – Price 

The price of the product is basically the amount that a customer pays for to 

enjoy it. Price is a very important component of the marketing mix definition. 
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PRICE 

a. When setting the product price, marketers should consider the 

perceived value that the product offers. There are three major pricing 

strategies, and these are: 

b. Market penetration pricing 

c. Market skimming pricing 

d. Neutral pricing 

e. Here are some of the important questions that you should ask yourself 

when you are setting the product price: 

f. How much did it cost you to produce the product? 

g. What is the customers’ perceived product value? 

h. Do you think that the slight price decrease could significantly increase 

your market share? 

i. Can the current price of the product keep up with the price of the 

product’s competitors? 
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Marketing Mix – Place 

• There are many distribution strategies, including: 

• Intensive distribution 

• Exclusive distribution 

• Selective distribution 

• Franchising 

Here are some of the questions that you should answer in developing 

your distribution strategy: 

a. Where do your clients look for your service or product? 

b. What kind of stores do potential clients go to? Do they shop in a mall, in 

a regular brick and mortar store, in the supermarket, or online? 

c. How do you access the different distribution channels? 

d. How is your distribution strategy different from your competitors? 

e. Do you need a strong sales force? 

f. Do you need to attend trade fairs? 
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g. Do you need to sell in an online store? 

Marketing Mix – Promotion 

I. Promotion is a very important component of marketing as it can boost 

brand recognition and sales. Promotion is comprised of various 

elements like: 

II. Sales Organization 

III. Public Relations 

IV. Advertising 

V. Sales Promotion 

VI. Advertising typically covers communication methods that are paid for 

like television advertisements, radio commercials, print media, and 

internet advertisements. In contemporary times, there seems to be a 

shift in focus offline to the online world. 

Marketing Mix – People 

Thorough research is important to discover whether there are enough 

people in your target market that is in demand for certain types of 

products and services. 
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The company’s employees are important in marketing because they are the 

ones who deliver the service. It is important to hire and train the right people 

to deliver superior service to the clients, whether they run a support desk, 

customer service, copywriters, programmers…etc. 

When a business finds people who genuinely believe in the products or 

services that the particular business creates, it’s is highly likely that the 

employees will perform the best they can. Additionally, they’ll be more open 

to honest feedback about the business and input their own thoughts and 

passions which can scale and grow the business. 

Marketing Mix – Process 

The systems and processes of the organization affect the execution of the 

service. 

So, you have to make sure that you have a well-tailored process in place to 

minimize costs. 

It could be your entire sales funnel, a pay system, distribution system and 

other systematic procedures and steps to ensure a working business that is 

running effectively. 
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Tweaking and enhancements can come later to “tighten up” a business to 

minimize costs and maximise profits. 

Marketing Mix – Physical Evidence 

In the service industries, there should be physical evidence that the service 

was delivered. Additionally, physical evidence pertains also to how a business 

and it’s products are perceived in the marketplace.It is the physical evidence 

of a business’ presence and establishment. A concept of this is branding. For 

example, when you think of “fast food”, you think of  Mr BIGGS 

When you think of sports, the names Nike and Adidas come to mind. 

You immediately know exactly what their presence is in the marketplace, as 

they are generally market leaders and have established a physical evidence as 

well as psychological evidence in their marketing. 

Definition of Accounting 

Accounting is the complete process of identifying, recording, classifying, 

summarizing, reporting, interpreting and analyzing the financial information. 

 It is an art of systematically recording the transactions, for keeping a proper 

track of financial statements on the basis of Accounting Standard (AS).  
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With the help of the financial statement of an entity, internal audit, and tax 

audit is conducted at the end of the financial year. 

This financial statement is readable to the users after the audit, who can view 

the performance and position of the business for a particular period.  

The users of the financial statement include all the stakeholders such as 

creditors, debtors, lenders, suppliers, investors, shareholders, employees, etc. 

Definition of Finance 

Finance is the science of the acquisition and allocation (i.e. Spending or 

investment) of funds effectively. It is a broader term, which studies about 

money and capital market along with the arrangement and management of 

funds by business. The major aspect of finance is the “time value of money” 

i.e. the value of money changes over time. It helps in analyzing any budget for 

choosing an optimum investment plan, which lowers the risk factor for a firm. 

Difference between Accounting and Finance 

Basis for Comparison  Accounting  Finance  
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Meaning  
Accounting is an art of recording and 

reporting of the monetary transactions of a 

business.  
Finance is the science of management of funds of a business  

Branches  
Financial Accounting, Management 

accounting, Cost accounting, Tax Accounting 

etc.  

Finance professionals can become an investment banker, financial analyst, 

finance consultant, etc.  

Career  Accounting professionals can become 

accountants, auditors, tax consultant, etc.  
 

Key Differences between Accounting and Finance 

I. Accounting is a methodical record keeping of transactions of business 

while Finance is the study of the management of funds in the best 

possible manner. 

II. Accounting is a subset of Finance 

III. The accounting information is helpful for the users of the financial 

statement for understanding the financial position of the business while 

Finance is useful in forecasting the performance of the entity in the 

future. 
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IV. Accounting uses Income Statement, Balance Sheet, Cash Flow 

Statement, etc. as its tools. On the other hand, Leverage, Capital 

Budgeting, Ratio Analysis, Risk  Analysis, Working Capital 

Management, etc. are financial tools. 

V. There are four branches of accounting while there are only three 

branches of finance 

Interdependency 

I. Accounting and Finance both are a part of economics. Both these 

entities are dependent on each other, such as accounting is a part of 

finance and finance is dependent on accounting.   

II. The financial analysis is done with the help of the financial statement, 

submitted by the auditor. In other words, they are very closely 

interconnected, or we can say, the end of accounting is the beginning of 

finance. 

Importance of Accounting and Finance in Business 

1. When we talk about business, the first thing that comes into our mind is 

money. Generally, that is the means and ends of for-profit entities- to 

keep earning money.  
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2. To be able to do this, having the knowledge about accountability and 

management of money becomes a necessity to every businessman.  

3. Businessmen must know how money revolves around his business, how 

to generate money, where money came up from, how money is spent, 

and how to make use of the money.  

4. Basically, every businessman must know the past, present, and future of 

his business, in financial terms. 

5. Many businessmen claim that they understand accounting and finance 

enough for them to start out their business ventures. Yes, accounting 

and finance are the basics of business, to which an entrepreneur should 

be conversant of.  

6. And being the founding tools of business, it is very important that every 

businessperson should be well aware of the functions and uses of 

accounting and finance.  

MONEY AND BANKING  

Introduction 

 

Whenever we come across the word “Banking”, what comes to our mind 

would be the way in which transaction are made. These transactions are 

basically in monetary terms, and so therefore, money and banking are 
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interrelated in a unique manner. Let us go deeply towards discussing what 

these two terms means. 

 

Definition of Money 

Money is a current medium of exchange in form of coins and banknotes. It is a 

means of payment, a store of value, and a unit of account. It is anything that is 

widely accepted as final payment for goods and services. 

 

Characteristics of Money 

1. General Acceptability; Money must be generally acceptable by all in the 

society or country as a means of exchange. This shows the confidence 

people have in money. 

2. Portability; The object that serves as many must be something that can 

easily be carried about from one place to another, which means such 

object has to be light in weight. 

3. Relative Scarcity; Money must be relatively scare, that is, it must not be 

too many so as not to lose it’s value. 

4. Homogeneity; Each unit of money must be able to last long, it must not be 

a perishable commodity, it must be able to stand the test of time. 

5. Durability; The object that will serve as money must be able to last long, it 

must not be a perishable commodity, it must be able to stand the test of 

time. 

6. Stability; The value of money must be stable. The stability of it’s value will 

help business to be predictable and encourage lending and borrowing of 

money. 

7. Divisibility; Money must be capable of being divided into smaller units, 

e.g N100, N50, N20 etc. to enable it to be purchase both high and low 

priced commodities. 
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8. Recognisability; Money must be easily recognized and identified by the 

totality of the people in the society. It must not be easily counterfeited. 

9. No Intrinsic Value; The commodity that should serve as money must have 

little or no value in itself as opposed to it’s value of exchange. 

Purpose and function of Money 

Money performs the following functions: 

1. Medium of exchange; Money can serve as a medium through which 

money can exchange goods and services. Money can be used to buy 

different variety of goods and services. This facilitates the means of 

exchange. It come into use as a result of the inadequacies of the barter 

system. Money is therefore widely acceptable as payment for debts. 

2. Standard of defend payment; Since money can be stored, it can be 

accumulated to pay debts that are fixed in terms of money. Money can 

serve as a medium by which business transactions on credit can be 

settled in the future. The use of money makes it possible for payments to 

be deffered from the present to some future date. 

3. Unit of account; In serving a unit of account, it becomes practically 

possible for individuals and companies to keep accounting record of their 

transaction in bank  statements, ledgers and invoices. 

4. Store of Value; Money is a good store of value because wealth can be 

stored or future use.  When there is no inflation, money stored or saved 

retains it’s value for many years. 

5. As a measure of value; The values of goods and services are expressed by 

prices, therefore money is used as a yard stick to measure and compare 

the worth of goods and services as well their level of importance. 
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Types of money 

Virtually, anything can be considered money, as long as it performs the three 

major functions of money (i.e, medium of exchange, store of value, unit of 

account). With this in mind it is not surprising that there were different types 

of money throughout history. To give you a brief overview, we are going to 

take  look at the four most relevant ones below, commodity, fait, fiduciary and 

commercial bank money. 

 

 

Commodity money 

Commodity money is the simplest and most likely also the oldest type of 

money. It builds on scarce natural resources that act as a medium of exchange 

store of value and unit of account. Commodity money is closely related to 

goods or services. It represents the portion of a currency that is made of debt 

generated by commercial banks. More specifically, commercial bank money is 

created through what we call fractional reserve banking. Fractional reserve 

describes a process where commercial banks give out loans worth more than 

the value of the actual currency they hold. At this point just not that in 

essence, commercial bank money is debt generated by commercial banks that 

can be exchanged for “real” money or to buy goods and services. 

 

Fiat money 

Fiat money gets it’s value from a government order (i.e fait), that means, the 

government declares  fiat money to be legally tender, which requires all 

people and firms with the country to accept it as a means of payment. If they 

fail to do so, they may be fined or even put in prison. Unlike commodity 

money, fiat money is not backed by any physical commodity. By definition, it’s 

intrinsic value is significantly lower than it’s face value. Hence, the value of fait 

money is denied from the relationship between supply and demand in fact, 

modern economies are based on a fiat money system. Examples of fiat money 

include coins and bills. 

Fiduciary money 
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Fiduciary money depends for it’s value on the confidence that it will be 

generally accepted as a medium of exchange. Unlike fait money, it is not 

declared legal tender by the government, which means people are not 

required by law to accept it as a means of payment. Instead, the issuer of 

fiduciary money promises to exchange it back for a commodity or fiat money 

if requested by the bearer. As long as people are confident that this promise 

will not be broken, they can use fiduciary money just like regular fiat or 

commodity money. Examples of this type of money are, cheques, banknotes, 

or drafts. 

 

Advantages and Disadvantages of Money 

Advantages 

1. Money serves as a medium of creating oneness among people, countries 

and nations. It promotes interpersonal relationship. 

2. If you have money, you will be called a rich person who lacks nothing. 

3. You can buy most material things in the world.  

4. Money is elastic because it’s quantity can be increased or cleansed at the 

will of the money holder. 

5. It helps the government to develop the economy e.g taxes. 

Disadvantages  

1. The value of money does not remain constant which creates instability in 

the economy. 

2. Too much of money reduces it’s value and cause inflation (i.e, rise in price 

level) and too little of money raises it’s value and results in deflation (i.e, 

fall in price level). 

3. When you have money, you star cheating and manipulation things so as 

to save more money illegally. 

4. You lose your peace of mind because you want to become richer 

5. You are cut off from your near dear ones when you whole attention is 

pushed towards the direction of making money. 

 

 

Banking: Introduction 
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A bank is a financial institution licensed to receive deposits and make loans. 

Banks may also provide financial services such as wealth management, 

currency exchange and state deposit boxes. There are two types of banks; 

commercial bank/ retail banks and investment bank. Banks are regulated by 

the national government or central bank. 

 

Breaking down “Bank” (Types of Banks). 

 Commercial banks are typically concerned with managing withdraws and 

receiving deposits as well as supplying short-term loans to individuals and 

small business. Consumers primary use these banks for basic checking and 

savings accounts, certificates of deposit (CDs) and home mortgages. 

Examples of commercial banks include JP Morgan Cash & Company and 

Bank of America corporation. 

 Investment banks focus on providing cooperate clients with services such 

as underwriting and assisting with merger and acquisition (M&A) activity. 

Morgan Stanley and Goldman Sachs Group Inc. are example of H.S. 

investment banks. 

 Central banks are chiefly responsible for currency stability, controlling 

inflation and monetary policy and overseeing money supply. Several of the 

world’s major central banks include the U.S. federal reserve bank, the 

European central bank, the bank of England and the bank of Japan. 

 Retail banks are bank probably the bank’s you’re most familiar with: your 

checking and savings accounts are held at a retail bank, which focuses on 

consumers (or the general public) as customers. These banks gives you 

credit cards, offer loans, and they’re the ones with numerous branch 

locations in populated areas. 

 Credit unions: are similar to banks, but they are not-for-profit organization 

owned by their customers (most banks are owned by investors). Credit 

unions offer products and services more or less identical to most retail and 

commercial banks. The main  difference is that credit union members share 

some characteristic in common (where they live, their occupation, or 

organizations they belong to for example). 
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 Online banks operate entirely online. There are no physical banker. May 

brick – and motor banks also offer online services, such as the ability to 

view accounts and pay bills online. But internet-only banks are different 

they often offer competitive rates on savings accounts and they’re 

especially likely to offer free checking. 

 Mutual banks are similar to credit unions because they are owned by 

members (or customers) instead of outside investors. 

 Savings and loans are less prevalent than they used to be, but are still 

important. This type of bank was important in making home ownership 

mainstream, using deposits from customers to fund home loans. The name 

“savings and loan” refers to the core activity they perform take savings 

from one customer and make loans to another. 

 

Objectives of banking 

1. To establish as an institution for maximizing profits and conducting overall 

economic activities. 

2. To collect savings of idle money from the public at a lower rate of interest 

and lend those money at a higher rate of interest. 

3. To create a way of saving amongst the people. 

4. To serve as an alternative to enhance the supply of money. 

5. To maintain economic stability by means of controlling money market. 

6. To extend co-operation and advices to the government to economic issues. 

7. To assist government for trade and business and socio-economic 

development.  

8. To maintain and control exchange rates. 

Functions of banks 

1. Accepting deposit and lending loans. 

2. Providing financial services to the corporate sector and business society. 

3. Transmission of money from one country to another from one bank 

account to another through cheque, pay order and demand draft. 

4. Provision of educational loans to students at reasonable rate of interest for 

higher studies especially for professional courses. 
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Advantages of Banking 

1. Saving- It builds a habit of setting aside money. 

2. Liquidity- It provides high liquidity especially with a person needs a ready 

pool of money for emergency purpose. 

3. Identity- It provides and identify which is recognized by various 

government institutions. 

4. Transparency- The bank transactions are very transparent in nature and 

you can keep a track or your transactions through you pass book. 

5. Safety- The money kept in a bank account is safe and well regulated. 

Disadvantages of Banking 

1. Use of leverage means everybody cannot withdraw deposit and th4e same 

time, which would causes a run of the banks and precipitate bank failures 

and depression. 

2. Individuals cannot compete with banks to earn high interest on debts of 

similar quality. 

3. When the closes, people’s transaction closes with it. 

4. The banking system tend to lend loans at higher prices to of profits to their 

customers. 

 

7. Thus, let us solidify your knowledge about Accounting and Finance 
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