Swami Ramanand Teerth Marathwada University,
Nanded.

PUBLIC ADMINISTRATION

Revised Syllabus of B.A.-11 Year

(Effective from June - 2009)



N

oy Ol
~— — — ~—

~

10)

B.A.I11 (PUBLIC ADMINISTRATION)
Effective from June 2009
PAPER-I1I - PERSONNEL ADMINISTRATION
Personnel Administration-Meaning and Importance
Civil Service - Meaning, Features & Functions
Recruitment - 1) Meaning, Importance
2) Types and Objectives of Intervies
3) Types of Recruitments:
A) Direct B) Indirect
4) Methods of Recruitments:
A) Spoil System B) Merit System.

Training - Meaning, Objective and types.
Promotion - Meaning, Principles of promotion
Retirement - Meaning, Needs and Benefits

New Conceptin ~ Personnel Administration
1) Human Resource Development
2) Career Development
3) Performance Appraisal
4) Tress Management, ~ 5)  Motivation
Rights of employees- 1) Right to from Association
2) Right to Strike
Problems of personnel -1i)  Morale
i) Discipline
i) Accountability
iv)  Corruption
Redressal - 1) Whitley Council

Mechanisms i) Staff Council
i) Administrative Tribunal
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15) Public Personnel Administration- Redhey Shyam



B.A.1l (PUBLIC ADMINISTRATION)
OR
PAPER-1II - OFFICE ADMINISTRATION

[) Introduction

Meaning, Nature, Importance and functions of office administration.
I1) Elements of office administration:

Planning, Decision-making, Co-ordination, Communication.
[11) Office system and procedure:

Office Orders, Notes, Filing, Indexing, Reporting, Disposal of Cases.
IV) Working of office administration:

Rules and Regulation, Codes, Manuals, Discipline, Confidential Report.
V) Office establishment:

Location of Office, Office Building, Office Layout, New Trends In Office
Layout, Office Environment.

VI) Office computerization:
New trends in Office Administration, Networking, Data Processing
VI1) Office communication:
What is communication, communication management, Messages -
composing and trasmitting, correspondence management.
VII)Administrative Reforms:
Meaning, Process, Obstacles, Techniques of Administrative
Improvements, O & M, Work study, Case study, Survey, Reforms since
independence, Reports of the administrative reforms commission.

*

BOOKS RECOMMENDED -

Office Organisation and Management - S.P. Arora
Office Management - Dr. Verma & Dr. Agarwal
Office Management - R.K. Chopra
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B.A.l1l (PUBLIC ADMINISTRATION)
Effective from June 2009-10

PAPER-IV-AN OUTLINE OF MAHARASHTRA ADMINISTRATION

Maharashtra State

) History of Formation of Maharashtra State.

i1) Salient features of Maharashtra Administration
State Executive:

1) Governer : Constitutional provisions, powers, functions and role.
i) Chief Minister: Powers and Functions

iif) Councils of Ministers : Structure and functions
State Legislature : (Composition and functions)

) Legislative Assembly

1) Legislative council

State Judiciary: Composition and functions

1) High Court

i) District and Taluka Court

i) Loknyalaya

Iv) Consumers Court

v) M.Gandhi Tanta Mukti Samiti.

Secretriat: (Organization and Functions)

1) Chief Secretary

1) State Secretariat

iii) General Administration Department.
Constitutional and statutory bodies:

1) M.P.S.C. (Maharashtra Public Service Comission)
i) Vaidhanik Vikas Mandal

i) YASHADA

(Yeshwantrao Chavan Academy of Development Administration)
Iv) Lokayukta.



7) Revenue Administration (Powers, Functions & Role)
) Revenue secretory
ii) Divisional commissioner
iii) District collector
Iv) Sub-Divisional officer
v) Taheshildar
vi) Circle Inspector
vii) Talathi (Sajja)
8) Police Administration: Power, Functions and Role
1) Director General of Police (DGP)
i1) Inspector General Police (IGP)
i) Police Commissioner
Iv) District Magistriate
v) Superintendent of Police (S.P.)
vi) Deputy Superintendant of Police (Dy.S.P.)
vii) Police Inspector (P.1.)
viii) Police Patil
9) Welfare Administration : Organization and Functions
1) Social Welfare Ministries
i1) Social Welfare Board
iii) Role of Self Help Group in social welfare.
10) State Planning : Structure and Functions
) State Planning Commission
ii) District Planning Commission.

*  Reference Books -
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