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BA 1 Year

Course-1: Introduction to Public Administration

The Objectives of the Course are:

1. To understand the nature and scope of Public Administration;

2. To appreciate the methodological pluralism and synthesizing nature of knowledge in Public
Administration;

3. To comprehend the changing paradigms of Public Administration;

4. To acquaint with the theories, approaches, concepts and principles of Public Administration;

5. To understand the administrative theories and concepts to make sense of administrative practices.

6. To understand the role of public services in the emergence and development of Telangana state

BA 103 Semester-I: Basics of Public Administration

Module- I: Nature of Public Administration
a. Meaning and Importance of Public Administration
b. State and Evolution of Public Administration

Module-II: Relationship with other Social Sciences
a. Law
b. Political Science
c. Economics
d. Psychology

Module-III: Oriental and Classical Approaches
a. Oriental Approach -Kautilya
b. Classical Approach: Henri Fayol, Luther Gulick and Lyndall Urwick
c. Scientific Management Approach: F.W.Taylor
d. Bureaucratic Approach: Max Weber and Karl Marx

Module-IV: Human Relations and Behavioural Approaches
a. Human Relations Approach -Elton Mayo
b. Behavioural Approach: Herbert A. Simon
¢.  Socio- Psychological Approach: Abraham Maslow; Mc Gregor

Module-V: Ecological and Social Justice Approaches
a. Administrative Ecology: F.W.Riggs
b. Social Justice Approach -B.R.Ambedkar
c. Jyothirao Pule
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BA 203 Semester-II: Development Dynamics and Emerging Trends

Module- I: Comparative & Development Administration
a. Comparative Administration
b. Development Administration
c. Changing Dynamics of Development Administration

Module-II: Emerging Trends-I
a. New Public Administration - Minnowbrook-I
b. New Public Administration - Minnowbrook-II
c. New Public Administration - Minnowbrook-III

Module-III: Market Theories
a. Public Choice Approach
b. New Public Management

Module-IV: Emerging Trends-I
a. Public Policy and Governance
b. Role of Public Services in the Emergence and Development of New State of Telangana

Module-V: Emerging Trends-II
a. Globalization and Public Administration
b. Present Status of Public Administration in the context of Globalization

Expected Outcomes

After study of the Course-1, the learner should be able to:
e Appreciate the nature, scope and changing paradigms of Public Administration;
e Understand the synthesizing nature of knowledge of public administration from public perspective;
e  Grasp the administrative theories, concepts and principles to make sense of administrative practices.
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BA II Year — Semester II1
Course-1V C: Public Office Administration (SEC)
The Objectives of the Course are:

1. To understand the concept of Office;

2. To comprehend the administrative process in office;

3. To identify the challenges of public office administration in the background of ICT
4. To sketch out the impact of technology in office administration

SEC1 Public Office Administration

Module I: Introduction

a) Office Administration: Meaning, Scope & Importance of Office
b) Changing Nature of Public Office
¢) Basic Principles of Office Organization

Module II: Office Organization and Management

a) Office Planning
b) Office Accommodation and Lay-out
¢) Office Environment

SEC II Office Processes
Module I: Office Filing System

a) Forms: Management and Control
b) Filing System and Classification
¢) Management of Office Records

Module II: Office Communication

a) Periodical Reports
b) Office Communication; Correspondence
¢) Inventory Control; Office Stationery
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BA II Year — Semester IV

SEC 3 - Semester-1V: Technology and Office Administration
Module I: Introduction to Technology

a) Introduction to ICT
b) Management by Office Computerization
¢) Internet and Intranet

Module II: Trends in Office Administration

a) Office Automation
b) Back Office Operations and Front Office Delivery
c) Paperless Office

SEC4 - Semester-IV: Techniques of Office Administration
Module I: Techniques

a) Work Study, Work Measurement, Work Simplification
b) Management by Objectives
c) Office Supervision

Module II: Issues in Office Administration

a) Social System and Public Office Administration
b) Staff Welfare
¢) Office Management in Government: Issues

Expected Outcomes
After study of the course, the learner is expected:
e Understand the meaning and related concepts of Office and office management;
e Explain the filing and record management
e Identify the issues and challenges in functioning of public office.
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