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| DEPARTMENT of Public Administration
2022-2023

| Certificate Programme on " Introduction to Public Administration”

| Curriculum
=Y LLABUS

UNIT-I: Introduction to Public Adminisration as a Discipline:

Meaning, naturescope,Dimensions and significance of the discipline and its relations with politica
science;managementlaw and economics,public and private admistration.evolution of publii
administration,minnowbrook conferences.

UNIT-II: Organization and its Principles :

Organization.meaning,basis and forms of organisation,Principles of organization:hierarchy,unit of
command,span of control.coordination,authority,and responsibility,supervision and
control,centralization,decentralization and delagation,

UNIT-11I: Chief Executive:

Meaning, Ty pes,Functions and role:line,stalf and auxilary agencics,
Administrative Behaviour: Decision Making,Comm unication.Leadership-types and Functions.

I

| Learning Outcomes: After successful completion of this course, the students will be able ti;
*  Awarencss about the evolution and growth of the discipline of publicadminidtration .
* Learning of basic principles and approaches of public administration,

*  Theoretical clarity of basic concepts and dynamics{both ecologicaland and others)relating
to public organisations,




SCHEDULE

Duration ~One Hour
per Day (4 to5 pm )
SYLLABUS TO BE COVERED
Day 1 Introduction to Public Adminisration as a Discipline
Day 2 Meaning ,
Day 3 naturescope, |
Day 4 Dimensions and significance of the discipline
Day 5 its relations with political science,
Day 6 management, =
Day 7 law and economics,
Day & public and private admistration
Day 9 evolution of public administration,
Day 10 minnowhrook conflerences.
Day 11 Ovrganization and its Principles
Day 12 meaning
Day 13 basis and forms of organisation
Day 14 Principles of organization
Day 15 hierarchy
Dav 16 unit of command
Day 17 span of control,
Day 18 | eoordination
Dy 19 authority,and responsibility,
Day 20 Super vision and control,
Day 21 centralization, A
Day 22 decentralization and delagation.
Chiel Execulive:
Day 23 Meaning
Day 24  Tvpes,
Day 25 Functiona and role;
Day 26 line,staff and auxilary agencies,
Administrative Behaviour:
Day 27 Decision Making,
Day 28 Communication,
Day 29 Leadership |
e and F IS,
Day 30 -types and Functions

Methodology followed
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CERTIPFICATE PROGRAME
Name of the Programme : Introduction to Public Administration

Assessment Procedure

| This certification program consists of a30-hour curriculum based on a learner-centered
methodology. A formative assessment is given at the end of each class. After completing the conrse,a
| 60-minute test will be conducted according to the following procedure and graded according to the

| resulis.

Nature of

Questions Number of Questions Marks Allotted Total Marks
Objective

Questions 30 1 mark each 30

Grade A Above 80% of Marks
Grade B+  70% to 80%

Grade B 60% to 70%
Grade C  50% to 60%
Qualifying Grade - C
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DEPARTMENT OF Public Administration

02.03.2022
Resolution for Conducting Certificate Course

It is resolved by the faculiy of Department of Public Administration to conduct
Certificate Course titled *Introduction to Public Administration™ for the
academic year 2022-23. In this regard it is also resolved to seek permission and

cooperation from the Principal, RRDS Government Degree College to conduct the
course for 30 hours of duration.

P. Amulya rao
Faculty Members rtment In Charge
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To
The In charge

Department of Public Administration
RRDS Govi. Degree College

Bhimavaram

Sub: Conduct of Certificate Programme for the Academic Year 2022-23
- Permission accorded

As the certificate courses help in value addition and enhance the knowledge and
skills of the students, permission is accorded to Department of Public Administration to
conduct Certificate Course fitled * Introduction to Public Administration™ as per the

convenient schedule.
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DEPARTMENT OF PUBLIC ADMINISTRATION
Notice

All the students are here by informed that the Department of Public Admunstration
is going to conduct the following certificate programme for the academic year 2022-23

Introduction to Public Administration

The certificate programs will enhance the knowledge and abilities in addition to vour
academics, Hence we inform the students to register for the certificate courses on or before
21.01.2023 at Public Administration Department .
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Department of Public Administration

Summative Assessment at the end of the Certificate Programme For the
Academic Year - 2022-23

Name of the Progamme : Introduction to Public Administration

Wax Wharks = ) Time: 2 hrs
Section - A 15 Marks
1: What is the primary focus of public administration as a discipline? b

a) Studying political wdeologies

b} Analyzing economic systems
¢} Memaging public resources and implementing public policies

d) Exploring artistic and cultural expressions
2: Which of the following is NOT & characteristic of public administration? { )
a} Concerned with the implementation of government policies
o] Imvolves decision-making only at the political level

¢) Works within a fremework of public interest
d) Deals with the management of public resources

3: Which of the following is NOT a characteristic of public administation? { ]
&) Concerned with the implementation of government policies

b} Invelves decision-making enly &t the political level

¢) Works within a framework of public interest

) Deals with the management of public resources

4: Which early scholar is aften referred to as the "father of public edministration” due to his work on
administrative management principles? { )



a) Karl Marx b) Mux Weber ¢} Adam Smith d) John Locke

5: Which adminisirative approach emphasizes the efficient structuring of organizations and focuses on
hierarchy, division of labor, and clear lines of authority? { 3

a) Humanistic approsch
b) Bureaucratic approach
¢} Psychological approach
d) Philosophical approach

i Fublic administration 1s a multidisciplinary field that draws insights fram various subjects
such us; { )

2} Only political science

b) Only economics

¢} Only philosophy

d) Pelitical science, cconomics, law, sociology, and psychology

T: Which type of dm:-um.ahjjit}' is concerned with the obligetion of public administratons to explam
and justify their actions to elected officials? ; i )

i} Horizontal accountability

b} Legal acoountability
o) Administrative aceountability

d} Political sccountability

B The concept of "New Public Management” (NPM) emphasizes: ( J
&) The complete removal of government intervention in public affairs
b) Surengihening traditional buresucratic structures

<} Applying private seclor management principles o the public sector

d) Fecusing solely on theoretical aspeets of public administration

9: Which of the following best describes the role of public administration in a
democracy? { 1

g} Imposing authositarian comirn|

bl Implementing policies withewt public input

¢} Facilitating the functioning of democratic sovemance
d} Disregarding citizens’ rights and opinivees

18 Which of the following is challenge ofien faced by public sdministration in
masdeen times? { )

i} Lack of technological advancement

b} Decreased need for transparency and sccountability




¢) Managing complex and diverse public interests
dy Iselaion from political processes
1: Whao is typacally considered (he Chiel Executive in 8 government system? { }
a) Chiel’ Financial Officer
b} Chief Information Officer
€] The head of the executive branch {g.g., President, Prime Minister)
d} The head of the legislative branch

12: What is the primary responsibility of o Chicf Exccutive in an orpanization
or governiment? g i }

a) Managing the arganizetion's finances
b) Enforcing laws and regulations
c} Crafting legislation
d} Leading the organization and making straiegic decisions
13: In & corporste context, who holds the position of the Chief Executive Officer {CEO)?( }
&) The chairman of the board
b} The head of the sales department
&) The majority sharcholder
d) The top executive responsible for overall mammgement and decision-making

14 Which role involves the Chief Executive as a representative of the organization or government in
diplomatic and public relations matiers? . { )

a) Chief Financial Officer

b} Chief Information Oficer

o} Chiel Diplomatic Officer

d) Chicf Public Relations Officer

13: The Chiel Executive's sccountability 1o various stabeholders is an essential aspect of their role.
Who are these stakehalders? ( !

al Choly the emplovees of the organization

h) b} Only the board of dircetors

¢) ©) A broader range of individuals and groups including employees, shareholders., CUSNMETE,
and the public

d} d) Only the Chief Financial Officer




Section — B 15 Marks

16: What is the primary function of a Chief Executive in the context of crisis
maunagement? [ 3

a) Blaming others for the crisis b) Ignoring the crisis until it resolves itself ¢} Taking responsibility,
making decisions, and coordinating efforts 10 address the crisis d) Leaving the organization during
times of crisis

1T In a parliamentary system, who is ofien considered the Chief Executive? { )
a} The President b} The Vice President ¢) The Speaker of the House d) The Prime Minisier
B8 Whai does the term “commander-in-chief™ refer to in refation 10 & Chiel Executive? { )

a) The Chief Executive's responsibility for overseeing the orguntzation’s finuncial operations b) The
Chief Executive’s role in overseeing marketing and sales ¢) The Chief Executive's authority over the
military forces dj The Chiell Executive's responsibility for internal administration anly

1% What is the significance of the "power of appaintment® for & Chicf Executive? { }

a} It ailows the Chief Executive to unilaterally changerthe organization's mission and vision b) It
grants the Chiel Executive the authority 1o hire and appoint key officials within the arganization or
government ¢} It enables the Chief Executive to dissolve the legislative body d) It provides the Chiel
Executive with unlimited veto power

20z Hivw is & Chief Executive's term of office typically determined? | J

a} It is fixed al o certain number of years regardless of circumstances b) It iz determined by the
Chicl Information Officer ¢ It is detérmined by the Chief Financial Officer d) It can vary
depending on the organization or government, with some having fixed terms and others allowing
reeleetion or reappointrment

21: Which of the following agenicies directly contributes 1o the orgenization’s core functions and s
invalved in the primary activities of production and service delivery? { )
a)Line agency b) Staff agency o) Ausiliary agency d) Communication agency

22; Slall agencies ‘wre responsible for: { ]

a) Directly delivering products or services 1o customers b} Providing advice, suppor, and specialized
seTvices 1o line agencies o) Creating advertising campaigns for the organization d) Developing
strafegics for cost reduction

23: An example of an auxiliary agency would be: { )

i) The linance department k) The marketing depariment ¢) A temporsry project leam d) The
manuficturing division

M Whivh step inthe decision-mak ing process inviolyes evaluting the podential consequences of aach
afiermnaiive? ( )

a) ldentiiving the problem h) Cremeraling aliematives ¢ Select mg the best altemative
d] Implementing the decision




23 Wl tvpe of communication involves the exchange of information and missages between
individuals a1 the same hiernrchical level? { )

a) Downward communication b) Upward communication ¢) Horizontal communication d) Diagonal
COmMUNication

2600 Transformational leadership focuses on: i )

) Mniuining the status quo and stability b) Using rewards and punishments 1o motivate employees
¢ Inspiring and motivating employees through a compelling vision d) Relying solely on formal
autherity for comtrol

27: A democmatic leadership style involves: [ |

a} Making decisions unilaterally and without consulting employees b) Providing strict instructions and
closely monitoring tasks ¢} Involving employess in decision-making and considering their input  d)
Assigning tasks without explaining the rationale

I8: A luissez-faire leadership style is characterized by { }

1) High levels of control and micromanagement b) Allowing employees to work independently with
minimal guidance c) Directing and supervising every aspect of employees’ work d) Using rewards 1o
motivite employess

29: The grapevine in an organization refers to: i ]

a} A toemal communication channel with a clear hierarchy b) A communication system used in
agricultural indusiries ¢) Informal and unofficial communication networks among employees dj The
afticial communication flow from top management

M The term *span of control” refers to: | ]

a} The number of people 2 menager directly supervises b) The time it takes to implement a decision ¢)
The range of communicution methods wsed in an organiztion d) The number of auxiliary agencies
within wn crganization
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1: What is the primary focus of public administration as a discipline? ( ¢ ) >l -
a) Studying political ideologies
b AnalyZing ecOnOMmMIC SySlems
¢) Managing public resources and implementing public policies
d} Exploring artistic and cultural expressions
2: Which of the following is NOT a characteristic of public administration? C‘-L v J,f"

—

-

a} Concerned with the implementation of government policies
b) Involves decision-making only at the political level

¢) Works within a framewaork of public interest
d) Deals with the management of public resources
3: Which of the following is NOT a characteristic of public administration? { fL. :F\_//
a) Concerned with the implementation of government policies

b} [nvolves decision-making only at the political level

¢ Works within a framework of public inferest

i} Denls with the management of public resources

4: Which carly scholar is often referred to as the "father of public sdministration® due to his work on
adminisirative management principles? { CL ]\,_,..-"'j




a) Karl Marx b) Max Weber ¢) Adam Smith d) John Locke

5: Which administrative approach emphasizes the efficient structuring of organizations and focuses on
hierarchy, division of labor, end clear lines of authority? ( b \_},.--"f

4) Humamstic approach

b) Burcaucratic approach

¢} Psychological approach

d) Philosophical approach
f: Public administration is & muliidisciplinary field that draws insights from various subjects

such as: i -::L\V

a) Only political science
b} Only economics
¢} Cnly philosophy
d) Political science, cconomics, law, sociology, and psychology

7: Which type of accountability is concemed with the obligation of public administralors Lo explain

and justify their actions 1o elected officials? ( bW \j//
a) Horizontal accountability

b} Legal accountability
¢} Administrative accountability

d) Political accountability

8: The concept of "New Public Management” (NPM) emphasizes: { r:t)/
a) The complete removal of government intervention in public affairs

b} Sirengthening traditional bureavcratic structures

¢) Applying private sector management principles (o the public sector

d} Focusing solely on theoretical aspects of public administration

9. Which of the follewing best describes the role of public administration in & i
democracy? { "ﬁ:' 1.'\.//

2) Imposing authoritarian control

b} Implementing policies without public input
¢) Fucilitating the functioning of democratic governance

d} Digregarding citizens' rights and opinions

10: Which of the [ollowing is a challenge often faced by public administration in

miodern times? i @}\
) Lack of technological advancement

b) Decreased need for transparency and accountability



) Managing complex and diverse public inferests

d) Isolation from political processes
11: Who is typically considered the Chiel Executive in a govemment sysiem? i d__ \—]-/

i} Chief Financial Officer
) Chief Information Officer

¢) The head of the executive branch (e.g., President, Prime Minister)

d) The head of the legislative branch
12: What is the primary responsibility of a Chief Executive in an organization
or gavernment? ¢ b -~
a) Managing the organization’s finances

b} Enforcing laws and regulations

¢) Crafting legislation

d} Leading the organization and making stratcgic decisions

13 In a corporate context, who holds the position of the Chiel Executive Oflicer (CEO)? { W
@) The chairman of the board

b} The head of the sales department

) The mujority sharcholder

d) The top executive responsible for overall management and decision-making

I4; Which role involves the Chiel Executive as a representative of the organization or govemnment in ”
diplomatic and public relations maters? (e C/
a) Chief Finencial Officer
b} Chiel Information Oficer
¢) Chief Diplomatic Officer

d} Chief Public Relations Officer

15: The Chief Executive’s accountability to various stakeholders is an essential aspect of their role.
Whe are these stakeholders? k. e

a) Only the employees of the organization

b} b) Only the board of directors

¢} ¢} A broader range of individuals and groups including emplovees, sharcholders, customers,
and the public

d) d) Only the Chiel Financial Officer




Section — B 15 Marks

16: What is the primary function of a Chief Executive in the context of erisis
monagement? ({ i

a) Blaming others for the crizis b) Ignoring the crizsis until it resolves itsell ¢) Taking responsibility,
making decisions, and coordinating efforts to address the crisis d) Leaving the organization during
limes of crisis

17: Ina parliamentary system, who is often considered the Chief Executive? | W
a) The President b) The Vice President ¢} The Speaker of the House d) The Prime Minisier
18: What does the term “commander-in-chief™ vefer to in relation 10 a Chief Exccutive? {

a) The Chief Executive's responsibility for overseging the organization's financial operations b) The
Chiel Executive's role in oversecing marketing and sales ¢} The Chiel Executive’s authority over the
military forces d) The Chiel Executive’s responsibility for internal administration only

19: What is the significance of the "power of appointment” for & Chief Executive? .b L/

a) It allows the Chicf Executive to unilaterally change the organization's mission and vision b) It
grants the Chiel Executive the authorily Lo hire and appoint key officials within the organization or
government ¢} It enables the Chief Executive to dissolve the legisiative body d) It provides the Chiel
Executive with unlimited veto power

20 How is o Chief Executive's term of office tvpical ly determined? {
a) It is fixed at a certain number of vears regardless of circumstances b) It is determined by the
Chief Information Officer ) 1t is determined by the Chief Financial Officer d) It can vary

depending on the organization or government, with some having fixed terms and others allowing
reclection or reappomiment

21: Which of the following agencies directly coniributes 1o the organization's core functions and is
invebved in the primary activities of production and service delivery? ( a

a) Line agency b) Staff agency ¢) Auxiliary agency d) Communication agency ;
22; S1aff agencies are responsible for: ({ b 1/

a) Directly delivering products or services Lo customers b) Providing advice, support, and specialized
servioes 1o line agencies ¢) Creating advertising campaigns for the organization d) Developing

strategies for cost reduction :
23: An example of an auxiliary agency would be: i CI:- k_/

a) The finsnce department b) The marketing department ¢} A temporary project team d) The
manufsciuring division

24: Which step in the decision-making process involves evaluating the potential consequences of each

alternative? A L/

a} Identilying the problem b) Generating alternatives ¢} Selecting the best alternative
d} Implementing the decision



25: What type of communication imvolves the exchange of information and messages between
individuals at the same hierarchical level? i

a) Downward communication b} Upward communication ¢} Herizontal communication d) Diagonal
communication

26: Transformational leadership focuses on: b \]/

1) Maintaining the status quo and stability b) Using rewards and punishmenis 1o motivaie employees
¢} Inspiring and motivating employvees through a compelling vision d) Relying solely on formal

guthority for control
27: A democratic leadership style imvolves: { 'I; J\//

a) Making decisions unilaterally and without consuliing employees b) Providing strict instructions and
closely monitoring tasks ) Involving employees in decision-making and considering their input  d)

Assigning tasks without explaining the rationale
28: A laissez-faire leadership style is characterized by: G o)

1) High levels of control and micromenagement b) Allowing employees to work independenily with
minimal guidance ¢} Directing and supervising every aspect of employees' work d) Using rewards 1o
motivate emplovees

29: The prapevine in an organization refers to: ( @1¥
a) A formal communication channel with a clear hierarchy b) A communication system usedm

agricultural industries ¢) Informal and unofficial communication metworks among employees d} The
official communication flow from top management
30: The term "span of control” refers to: ST § |

o) The number of people a manager directly supervises b) The time it takes to implement a decision ¢)
The range of communication methods used in an organization d) The number of auxiliary agencies
within an organization
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