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Q1. Read the text and answer the following questions.

+

Characteristics and Attributes of a Good Manager

Good managers are able to bring their teams together on common goals,
management is critical to the success of small businesses. Poor management affec
staff morale, customer service and the quality of your product. Since small busi
have a few managers, even a poor manager can have a significant impact on
bottom line. Successful managers have common characteristics that you can seek of
and develop in your own management staff,

Leadership:

Good managers should be able to lead the employees they manage. According tot
U.S. Small Business Administration, leadership traits include emotional stabi
enthusiasm and self-assurance. Managers display emotional stability by not I
frustration and stress become overwhelming. Enthusiasm means the manag
energetic and engaged. Managers display self-assurance by not being overly affectedb)
the mistakes or failures.

Communication:

Good managers must be able to communicate well. Managers communicate with te
employees who report to them, other managers and clients. Communication may beig
person, over the phone or via email. Managers do facilitate communication bet
employees who report to them. Good managers are able to listen effectively. They
the time to listen to what employees and customers have to say and are able i
communicate with what they understood, said and act accordingly. Good managers ar
aware of nonverbal communication too. Good managers are aware of the example thef
set for the employees they manage. :

Planning:

Good managers are organized. They know what and when it needs to be done. The
understand the goal of your business and how the employees could be supemsed o
achieving the goal. If you give them a task, they are able to plan the steps involved .
achieving that goal and in communicating the steps with the employees to carry thasg
steps out. Planning depends on the type of business. Typically, good managers shoul
be capable of planning out schedules, maintainifg inventory and departmental budgets.

Problem-Solving: ¢

Good managers are able to identify and solve problems. Good managers can thinkg
creative solutions to problems related to personal, or to deal with an upset customer
to deal with a difficult vendor, then executing the solutions accordingly. Goo
managers are responsible enough to take an ethical approach in problem solving rath
than being abdicated.

(Source: Small Business)
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d the above passage and state whether the following statements
L or FALSE.

very successful manager has the same characteristics. ( )
od manager should take haste decision and act accordingly. ( )

problem should be solved by the manager thinking it is someone’s

sponsibiliies. ( )

(2% 3= 6 marks)

swer the following questions.

2) What are the outcomes of poor management?

(3 x 4= 12 marks)

03) Underline the most suitable ending to the following sentences.

A) Successtul managers show their emotional balance through
a) giving importance to frustration and stress.

b) not giving important to frustration and stress.

¢) giving importance to energy and enthusiasm.
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B) Planning can :iiffb;:_

a) depending on the type of the customer.
by depending on the size of the business.
¢) depending on the type of the business.

C) According to the text, a good organizer knows,
a) what to do and when to do.

b) why it needs to be done.

¢) to whom he is working

D) Nonverbal communication means.
a) vousay louder what you want to say.
b) doing and saving what you think.
¢) doing (hings than saying.

words.

(5 mark

. {Total Marks: 35)
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“omplete the following application form with relevant details.

ARC Trust for Financial Support
Personai Loan Application Form for students
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jal status:  Home [ | Renting I—_—J Hostel D

faccount: Current L Savings :

(Total Marks: 15)
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Q3. Change the following sentences into passive voice.

-

3. They ware interviewing her for the lob.

6. The lecturers enzoraee the commeree faculty students to develop their presentatio
skills.  +
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e management needs to improve the communication with the students.

ave attached the curtent status report for your consideration.

10. We correc=d two sertous errors of income before the auditor revised the accounting

records.

(Total Marks: 10x2 =20)

Q4. Fill in each blank with the correct form of the verb given in brackets

So many entrepreneurs .............o... (1) (come) up with amazing business idcas.
However. thev............ e (7 {be) unable to scale during the growth phase.
only to see their business areams ............... (3)(crash) and burn by the end of year
one. Any good business coach will always .............. (4) (stress) upon learning the
fundamentals of running a business. It's~the fundamentals that lead to the top.
Fortunately, the [undamentals ... R (5} (remain) the same for all businesses big
and small. {

.
Here are a few things ali smatl business owners must practice il they want Lo see their
nvestments soar:

The bigzest reasons small Businesses have such a hard tme surviving............... (6)
(be) because they run out of cash. IUs not the lack of profits but the mismanagement of
ready monev that....... —— {7y (drive) entrepreneurs to despair. Figure out the
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inventory and  cash-at-hand  needs of your business early on. Figure o
MRAT s s g s (81 faifzety vour cash position and fix it

Entrepreneurs are so ... . ... ....[9} {caught) up in their own businesses, that |
ignore  the competivon. oftentimes  untl  i's ioo  late.  Understand

thev.... .. e (10) ( do), how they are pricing products/services similar to-
and marketing their offerings. Then create counter-strategies to help your busi
come out v ton. This isan oxtremely immortant aspeet of running a small business;

(Source: Business Venture Advisor.)
(TotalMarks:10)

Q5. Write a composition on cne of the following topics. Use aroun
200 words,

1. Tourism in Sri Lanka.

9

H.commerce and its™ benefits,
3. Roie of Publicity and Promotion in dusimesses Development.

soft skills development for undergraduates in the umiversities.

= 19

(Total Marks: 2()
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