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SYLLABI OF, COURSES FOR DIPLOMA PROG
RAMME IN MODERN OFFICE PRACTIC

ES LEV
ELTV, FOR BTEGOA 

RATIONALE:Stu
dents ate expected to be awareof the different arganisari

onal gerue
mares, proaucav

ity, WUrs 

. a8
vee tre! 

Study, method study, concept of ratianalisahion and elementary personn
e) andjndust

rial relat
ions issues faced 

“py a supervisor in an industrial Se°UP:. sgfbe 

ree ae
eee 

a
‘hea. 

"1, ORGANISAT
ION 

Principles, Stru
ctures, Mean

ingand:classi
fication,

 
Mechanistios

& 
Organic; Distin

ctieh, 

. 

line form, Functional struct
ures (exclud

ing Taylor
’s function

al structu
re), Draw/b

acks 

Types oforgani
sational structure;Pure line, Depart

mental tine; Merit & Demetits of” 

érits and Demerits oflin
e & staff, 

of functional struc
tures, line & staff structure, 

: 
mo

Production based structure, Project Vs. product- Structure, Matrix structure, its merits 

io Bs
r a. 

& Demerits. rOLiLele hon
e eee ie om

_ wee ~ 

2, INDUSTRIAL E
FFICIENCY & PRODUCTIVI

TY formance, Product
ion and 

_ 
Concept of productivity, Defin

t ion, Productivity Vs-

_ 
‘=profitability: Me

asurement of Productivity, Total factor Productivity, Pro
blem in” 

Productivity m
easurement, 

How to improve produc
tivity to reduce cost? ‘Plow to . 

-
reduce cost to ancreaseproduc

tivity? 

WORK STUDY
: Mean

ing and Definition, Adv
antages of work study, “Techniq

ues . 
2

: : 

5
Method study, =. Submission of 

PROCEDURE: S
election, Record

ing, Brief idea about charts, diagrams, etc. Critical

a 

examination & Analysis, Development of Improved-metho
ds,
: pp 2 

TECHNIQUES: 
Work study, Purpose of work measuremen

t, Ti
me study Equipment, 

proposals. Mainta
ining New Method. 

" 

Steps in conducting tim
e study, includin

g compi
lation sta

nd and time. 

Meaning and aspects, technolo
gical asp

ects:.- Simplification 
i 

Standardisation
, 
Mechanisation In

tensification ‘S
pecialisation, Fu

nctidrialisution
+" 

: RATIONALIS
ATION 

. 

‘, 

dangers of rationalisati
on, 

Need for rationalisat
ion 

in Indian industri
es, Gov

t. policy 

Organisationa
l 

aspects:, Finan
cial aspec

ts; gocial arid human aspects, Advant
ages & 

for rationalisat
ion, 8» 

JOB ENRICHM
ENT: 

Techniques, Pr
oblems. 

Time wage and piece rate, merits & demerits, Incen
tives sys

tem of wage payment,

3, WAGES PAYME
NT 

100% premiu
m plan, Taylor’s differential plan, task and Bonus plan, Emerson 

Characteristics o
f Good incentive plan, Individual incentive Plans Halsey, Rowan 

25 

efficiency plan — Group Incentiv
e plans

: Profit sharing, Labour Co-parm
ership. 16 

{ndustrial disci
pline, Pos

itive and Negative disci
pline, Sym

ptoms of poor discipline
, 

4. {NDUSTRIAL R
ELATION, ET

C 

Disciplinary Act
ion (in brief), Code of disciplinary and standing orders, Grievance

s 

and unrest. Forms of causes, 

Redressal. Me
thod of redressal-O

pen 
door policy. Step ladder policy, Grievance 

in India, {ndustrial relations disputes 

procedure

Consequences
, 

Prevention, Settlement mac
hinery inc

luding VN. Gin Approach (to 

be taught through case and lectures). 
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SYLLABI OF COURSES FOR DIPLOMA PROGRAMMEIN MODERN OFFICE PRACTICES LEVELI-V, FOR BTE GOA 

1425 wr uke see phate Doape 
5, TRADE UNIONISMETC. 02> 

What is Trade. Union, Functions, Weakness,- Collective Bargaining, Concept of 

Industrial Democracy, Workers Participation and method, (to be taught through case 

: study and lectures) -
10 io ae 6. LABOUR TURN OVER . 

Labour turnover, Labour absentism, Labour welfare 

64 100 

NOTE: Question asked in examination should be applied through a situation or a brief case study. 

At the end somebrief replied can be sought. It is especially for unit 5 & 6. 

Forunit 1,2,3,4, &7 short answer type questions should beset with adequate internal choices. 

. 
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