The Functions of Departments within Organisations

Within the typical manufacturing company there would be a number of departments within and organisational structure.
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Board of Directors

The Board of Directors is the chief policy making body in the company.  The shareholders elect the directors to the Board.  The Board fixes the objectives for the company and appoints senior executives, including the managing director to achieve the goals which have been set.  Boards meet regularly, perhaps once per week and some directors will have positions within the company such as sales director.  Others will be brought in because of expertise in certain areas.

The Company Secretary.

The company secretary is the administrator for the Board of Directors and is responsible for the company’s compliance with legal requirements.  Various Company’s Acts have been passed which control the behaviour of limited companies.  The company secretary ensures adherence to the law.

The Managing Director.

The managing director is the chief executive.  He or she leads the management team and is a member of the Board.  Responsibility for the management team’s efficiency lies with the managing director.

The Chief Accountant.

The chief accountant will be responsible for keeping the financial records of the company.  Accounts are designed to answer the following questions:-

(a)  How much is owed to the business?

(b)  How much profit has been made?

(c)  What taxes are due to be paid?

(d)  How do the liabilities(debts) compare with the assets?

(e)  How can the accounts be used to make the right policy decisions?

Human Resources

The personnel manager has a wide variety of tasks in the organisation
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(a)  Staff records such as time and attendance records, progress reports and academic qualifications.

(b)  Manpower planning which ensures the work-force is in the required place, at the required time, in sufficient numbers and with appropriate skills.

(c)  Recruitment and selection.

(d)  Staff training.

(e)  Wages and salaries.

(f)  Industrial relations.

(g)  Staff welfare.

(h)  Staff development, personal goals and progress.

Marketing and Sales.

Marketing is concerned with anticipating consumers’ demand for a particular product and ensuring that the consumer’s need is satisfied.  Market research gains an idea of the possible market for a product.  Surveys and questionnaires are uesed to find out the best price.  Marketing and research is used to improve the market share of the company nationally and internationally.

Production

This is the activity which converts raw materials into finished goods.  The works manager will make decisions on the form of production. 
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Job production - meeting the requirements of the individual customer.

Mass production - large scale production of a standard product.

Small batch production - large production of a good which is modified to meet demand.

Purchasing manager

The purchasing manager is responsible for buying all the raw materials required in production.

Administration

[image: image4.wmf]
This if the office function which is involved in the following:-

(a)  Provides a communication network between members of the company, other members and customers.

(b)  Collects information which is stored and made available to management.

(c)  Other jobs, telephoning, filing, data storage, photocopying,, word processing.

Transport and Distribution
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It is important that raw material and goods are transported quickly and efficiently between locations.  Choices are made with regard to the type of transport.  By distribution we mean all aspects of retailing and wholesaling.

