Dr. B. R. AMBEDKAR OPEN UNIVERSITY
Faculty of Social Sciences
U.G. Public Administration

SEMESTER -V

Course DSC - V: Human Resource Management
S T

Block-1: Human Resources Management — Overview
Unit-1: Human Resource Management: Meaning, significance and Objectives
Unit-2: Human Resource Planning and Strategy

Block-II: Human Resource Management Process
Unit-3: Job Analysis and Job Design
Unit-4: Recruitment, Selection and Promotion

Block-III: Performance and Compensation Management
Unit-5: Pay: components, Principles and Pay Commission
Unit-6: Rewards and Compensation Management

Block- IV: Human Resource Development

Unit-7: Performance Appraisal and competency Mapping System
Unit-8: Employee Capacity Building strategies and Training
Unit-9: Total Quality and Productivity Management

Block-V: Issues in Human Resource Management
Unit-10: Redressal of Employee Grievances

Unit-11: Right sizing, Outsourcing and Consultancies
Unit-12: Interpersonal Skills
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Dr. B. R. AMBEDKAR OPEN UNIVERSITY
Faculty of Social Sciences
U.G. Public Administration
Under Choice Based Credit System (CBCS)

Semester: V: DSE A Rural Governance
Syllabus

Block I Introduction to Rural Governance

Unit-1:Socio-Economic Structure of Rural India
Unit-2: Rural Development Policies and Programmes: An Overview

Block Il Structure and Functions of Rural Institutions

Unit-3:Panchayati Raj Institutions
Unit 4:Institutions for Rural Credit
Unit-5:Society for Elimination of Rural Poverty

Block I11-Rural DevelopmentProgrammes and Institutions

Unit-6 Social Security Programmes

Unit-7:Rural Irrigation

Unit-8:Rural Education Universalisation of Primary Education
Unit-9: Rural Health Programmes

Block 1V Rural Basic Services and Institutions
Unit-10: Rural Waterand Sanitation
Unit-11:Rural Housing -

Block V. Emerging Trends in Rural Governance
Unit-12: Autonomy and Control of Rural Local Bodies
Unit-13:Public Private Partnership in Rural Development
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PUBLIC ADMINISTRATION
PUBLILC OFFICE ADMINISTRATION

“We may forego material benefits of civilization, but we
cannot forego our right and opportunity to reap the benefits
of the highest education to the fullest extent...”

Dr. B. R. Ambedkar

Dr. B. R. AMBEDKAR OPEN UNIVERSITY
HYDERABAD
2020



COURSE-V DSE: PUBLIC OFFICE ADMINISTRATION

CONTENTS
Page No

Block — I  Introduction to the Public Office Management

Unit-1: Nature Scope and Importance of OffiCe...........cccvviiiiiiiiiiieiic e 1

Unit-2:  Differences between Public Office and Private Offices...............ccooovvinenn, 2
Block — 11 Office Organisation and Environment

Unit -3: Principles of Office Organisation ...........cccocveiierieiieniesiee e 3

Unit-4:  Office ENVIFONMENT ......cuviiiiiii e 4
Block —111 Office Accommodation and Lay out

Unit-5:  Office ACCOMMOUALION .....c.oeeviiiiiiiiiie e 5

UNit-6:  OFFICE LAYOUL .....ouviiiiiiiieitie e 6
Block — IV Office Communication and Records Management

Unit-7:  Office Communication, Correspondence and Filing ...........cccccoocvviveninnnns 7

Unit-8:  Records Management ..........cocuviiuieieeiienie et 8

UNit-9:  OFfICE REPOITS ...t 9

Unit-10: FOrmS ManagemeNT.........cc.evivirieiiiiieeieesiee et 10

UNit-11: FilliNg SYSTEM ..ottt 11
Block -V  Office Machinery and Services

Unit-12: Office Machines and EQUIPMENT ..........cccveiiiiiiniiiiieeeeee e 12

Unit-13: OFfice AULOMALION........c.viiiiecir e 13

UNIE-14: OFFICE SOIVICES ..ottt ettt e e e e et e e e e aeeees 14
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