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4603 - ADMINISTRATIVE MANAGEMENT -1
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RATIONALE: The purpose of this course is to explain the rudiments of Adxgxinisﬁadve Management to the
stadents. They should be able to understand the basics of office activitigs,-routine and procedures. [t is
.offered as an Elective under the category of Administration & Management (A&M) specialisation.

COURSE CONTENT "~ Hrs  Mks

1. THE OFFICE FUNCTION - i 2
a)  evelopment of office in retrospect and prospect, b) Meaning and Importance of
“ffice, ¢) Basic office functions,.d) Administrative management function,
e) Misconceptions about office work. e.g. —It is unproductive, it i uninteresting, it
creates bottlenecks in decision making, it causes inefficiencies, it is papey workonly - .« .o

2. OFFICE MANAGEMENT : , 10 20
a) Management and office management defined, b} Major functions and processes, d
¢) Scientific-Office Management, d) Admiinistrative office management, ¢) The
Office-Manager ‘chinging profiles, f) Duties and responsibilities, g) Behaviour and
Appearance of office manager, h) Why people prefer office jobs. S '
3. OFFICE ORGANISATION _ S 1
a) Fundamentsls of Organisation, b) Division of work and departmentation, -
¢) Organisational charts, d) Span of Control/Management, ¢) Authority and
Delegation, f) Centralisation and Decentralisation e aslie s ik
4. OFFICE MACHINES o , ‘ 50 R,
a) Office Mechanisation, b) Criteria to select equipment & machines, ¢) Various office -~ _ :
Automation Machines, d) Impact of Office Automation on office. T
5.” 'FICE ACCOMODATION B
a) .wtoselect?, b) Urban Vs. Suburban location, c) Office Building , d) Size. Sttape - - - H
and cost of building

Total ) ‘ oh 100

INSTRUCTION TO EXAMINERS: a) Questions must not be essay type. Instead, the same questions ¢can
be broken down and asked explicitly without any subjectivity b) Question must be provided with internal
choices, ¢} Short answer type questions should be preferred.
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