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Wahatma Jyotiha Phule Rohilkhand University, Bareilly (=

A State University - Government of U.R,; NAAC Accrodited; 150 9001:2015 Cortifled

Syllabus for Skill development / Vocational course)
Course Title: Office Management & Secretarial Practices

Title of course- =
Modnl Deparimenl of HEI to run courss Commerce and Business Adininistralion depariment
Brond Arca/Sector- = Management, siartups, Business '

Guly Geslor-

Small & Large Scale Office Administration

ature of course - Independent / P Ive
Nuime of suggestive smﬁfﬂ:{uﬂn‘;?

e
SIERCE y

[Allened NSQF level

v

Fxpecied fees of The course —Free/Paid

As per decided by skill partner

Stipend 1o student expecied from industry

Nuinibes of Seas-............. .
Cotlrse Code-........oovnu |Credits- 24 (8 Theory, 16 Practical}
Max Maorks......... Minimum Marks... Pox Marks...300...... Minitmum Morks.., 113

{Mame of proposed skill Partner (Please specily, Name of industry,
comnpany dfor Practical Aralning/ fntensship/OJT =3

Job prospects-Expected Fields of Ocoupation where student will be able
1o el job afler completing this course in (Please specify namefype of
Industry, company eie.}

B

Supgested Readings: Mentioned in the syllabus
Suggesied Digital piﬁinm_lﬂ;_vmh links [or reading- Mentioned in the syllabus
Suggesied OJT/ Internship! Trairing/ Skill purtnes- Mentioned i the syllabus

Suggested Conlinuous Evaluation Methods: Mentioned in the syllabus
| Course Pre-requisites:
s Mo pre-requisite required, open Lo all
= To study this course, a student must have the subject Commerce Bioscience & Arls... in cluss/12%
cerlificale/diploma.
« [[progressive, lo siudy this course n student must have pussed previous courses of this serics.
“Supgesied equivalent online courses: Mentioned in the syllabus
Aty vemarks/ suggestions: Required proper infrastructure, funds for operation and support from authority for
understonding the need of course,
Males:

Number of units in Theory/Practical may vary ns per need

Tolal eredits/semester-6 (it can be more credits, but students will get only Geredit! semester or | 2oredits! year
Credits for Theory =02 (Tanching Hours = 30)

Credits for project= 01

Credits lor Assigmment = 01

Credits for Internshiph0J T/ raining/Practical = 02 (Training Hours = 60)
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eashnsilia i Stale University - Governiment of UP; NAAC Accreditod: 150 5004:2045 Certifled  JESTR
SEMESTER WISE TITLE OF THE PAPERS IN OFFICE MANAGEMENT & SECRETARIAL

IFRACTICES
Year Semester | Paper | Course Paper title Theory! Credit
- L ecode Practical
I 1 1 Office Management Theory 2
Proctical 4
I n 1 Secretarial Practices Theory 1
Practical 4
2 7] 3 Professional Communication | Theory z
Skills Prictical 4
A S ‘ Office Administration Theory 2
Practical d
1 YEARS 4 SEM
Mame | Designation | Affiliation
dteering Committee
Prof I'.B. Singh Professor Depl. of Business Administration,
MIP Ruhelkhand University, Bareilly
3 Dr Rakesh Kumar Aszociale Professor 5.M. College, Chandausi
Sylla Developed by:
5. No. | Name Designation Department | College/ University
1 Dr. Praveen kumar Associate Professor| Commerce | S.M, College, Chandausi
p Dr Pardeep Kumar Assistant Professor | Commerce | S.M. College, Chandausi
1__,,4’\.__.-‘--—_ M
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Course Title: Office Management
Minor /Vocational course: Semester-1

P rogramme [ Class: : Semester; First
Certificale / Graduntion « Yemrt Flast
Yocationn] Course: (Elective)
Conrse Code; | Course Title: OFFICE MANAGEMENT

2
3.
4
3

Course outcomas:
. To understund the procedures of mailing as well a5 record management

. Tounderstand and acguire the skills for secretarial Rnctions and proceedings of official meetings
. To sequire the knowledige of banking system and ofTicial terms to be used in Office

To understand office Management, office avlomation, space management, workplace environment

To undersiand the budgets and audit system in the Office

Paper Title FFICE MANAGEMENT

Credits; 2 eclive/Compulsory- Compulsory

Max. Marks: 25+75 I Min. Passing Marks: 10 + 30

Total No. of Lectures-Tutorials-Practical (in hours per week): L-T-P: 1-0-0

Unil

Mo. af
Topics Lectures
Total=30

Office and Office Management — Meaning of office, function of Office, Primary and
Administrative  Funclions, Importance of office. Relation of Office with othes L]
dlepartments of Business Organization. Concept of Paperless Office, Virtunl Office,
Back and Front Office, Open and Private Office. Definition nnd Elements of Ofice
Management, duties of an Office Manager.

1

Filing and Indexing: Meaning and lmportance of filing, Essential of Good Filinﬁ
Systent. Centralized and| Decentralized Filing Syslem. Meaning, Need and types o
Indexing used in the Business Organization.

Dffice Forms: Meaning and types of forms used in Business Organization, advanlages,)
forms controls, objectives, form Designing, Principles ol forms Designing, and 5
Specimens of forms used in office.

v

OfMice Record Management: Meoning, Importance of record keeping management,
Principles of Record Management and types of records kept in a Business 5
Organization, Centralization ve Decenlralization of record keeping.

Measurement of Office Work: Importance, purpose, dilficulty in measuring office

vk, Differant ways of messurement, seiting of Work Standards, benefits of Work 5

tandards. Techniques of seiting standards. Office Manuals ~Meaning, need, types of
{Tice manuals and steps in preparing of Cifice Masuals,

¥i

odern Office Machines & Equipment: Introduction, meaning and imporiance al
fMce automation, objectives and use of ofMice awtomation tools-Printers, Scanner, Fux

chines, Personal Computers, Photocopier, Calling Bell, Telephones, Mobike Phones, 5
ideo Conferencing, CCTV Camers, Biometric Attendance Machines, Office Eafﬂ)l

Security
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ABOUT §

Skill Partner may be any business organization, Cooperative Society, Not Profit Organization,
Qualilfed Professionals, Trust, NGO, MNCs, Association of Individuals, Federation, Charity Organization,
Chamber of Commerce, Federalion of Industries, Technical or Professional I[nstitutions, Mational or
International Level Organization/Association Federation and like this pattemn.

EX ATION/EVALUATION
I-For Practical/Skill and Theovetical part, examination may be conducted online or offline or in mixed
formal, as circumstances allow and students feel comlortable. : :
2-Paltern of paper shall be decided by concemed Subject Faculty and Skill Pariner lor thelr parl. Skill Pariner
may adopl patlemn as mentioned in B-Point of allocation of marks for evaluationftest purpose.
Suppested Continnous Evalustion Methods
Continuous Internal Evaluation shall be based on as per following pattern:

Closs Tesl-1 {(Objective Questions) —- (05 Marks)
Class Test-11 (Descriptive Questions (05 Marks)
Class Tesl-111 {Objective Questions) (05 Marks)
"Class Test-1V (Descriptive Questions) (03 Murks)
Chverall performance throughoul the Semesier (includes Allendance, Behavior, Discipline, Pl:u'hmputmn in
Dillerent Activities) (05 Marks)
ABOUT PRACTICAL/SKILL SYLLABUS, TRAINING & TEST ETC (4 Cre.t[lts]

|- Practical work will be based on any contents or topic of syllabus of theoretical paper.

2- Content or topic for all components of practical work shall be decided by subject teacher in
consullation with skill partner,

3- Test or evaluation for practical work will be conducted by skill pariner in association/consultation
with concerned institulion/subject teacher.

4- Number of total credits for practical/skill part will be four,

AL ARKS

A- Theoretical Part - TOTAL CREDIT-2
Internal by the institution (ICE) - . 25 Marks
College/Institution - 75 Marks
Total Maximuom Marls- 100 Marks
Passing Marks- 10+25=35 Marks

B- Practical/Skill Part TOTAL CREDIT-4
Assignent [Practical- 50 Marks——-CREDIT-1
Internship- 50 Markg——--CREDIT-1
Praject - 50 Markg—-—-CREDIT-1
Survey Report- 50 Matks--—-CREDIT-1
Total Maximuom Marls- 200 Marks
Minimum Passing Marks- 80 Marks

Nofe- 1- Total Minimum passing marks for scetion A & B - 35480=115
2-Total Maximum Marks for seetion A & B — 100+200=300

o B

.—/
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. buggutnd Readings:

:Il] Shruma and Gupta, Ofice Crganisation and Management, Kalyani Publications.

11, Juin, Pankaj, Karyalay Prabandh, Sanjay Poblication (Hindi)

12. Guptn, Sanjay, Karyalay Prabandh, SEPD Publications (Hindi)

13. Sahay, 1. M., Aacdhunik Karyalay Prabandh, Sahitya Bhawan Publication, Agra (Hindi)

Clhabia, T.M., Modern Business Organisation, New Dolli, DhonpatRai& Sous.

Duggal, Balraj, Office Management and Commercial Correspondence, Kitab Mahal, New Delhi.
P.J. Ghosh, Office Managenent, Sultan Chind & Sons. New Delhi

LK. Chopra, Olfice Management, Himalaya Publishing House

Bhatia, R.C. Office Management - Galgotin Publishers, New Delhi.

Chepra R, K., Office Manggement, Himalaya Publishing House.

Ghosh, P K, Office Management, Sulian Chand & Sons, New Delhi

Krishnamurly 5., Office Management, 5. Chand Publications.

Pillai, R.5.N and Bagavathi, OfMice Management, 3. Chand & Company Lid, New Delhi

Suggesied Contlnwons Evalunilon Methods: Continuous lnternal Evaluation shall be based on allotted Asslgnmeny
find Class Tests, The marks shall be as follows:

Sl B L) ==

Assessment and Presentation of Assignment (04 marks)
Class Test-l {Objective Questions) (M innrks)

Class Tesl-11 (Deseriplive Questions) (04 marks)

Class Test-111 (Objective Questions) (04 marks)

Class Tegt-1Y (Descriptive Questions) (04 marks)
Overull porformance throughoul the Somester (includes Allendance, Belwvior, Discipline, Parlicipation in|
Dilferent Activities) (05 marks)

Suggesied Additional resources

i paffphsvorldedueation. blopspot.comifm=|

Jui ps:fipkworideducalion.bl Lomffn=|

hitpssfooww, lecebook.com/Dr. Praveen KumarA TR/

s o, [vcebook comfaroups’ | 44 8502 7088 10040/ Pre f=share
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Course Title: Office Management Secretarial Practices
Voeational course: Semester-11

["rogramme [ Class: ) Semester: 11
Certificate { Graduation Tour; Fimt
YVocational Course: (Elective)
Course Code Course Title: Ollice Management & Sectorigl Practices

A Ner completing the course, the student shall be able to;
1. Know aboul companies, their types, how they are formed, what important decuments are necessary for)
companies for their govermning and establishment.

Understand and ncguire the skills lor secrelarial functions and proceedings of official Meetings.
Role of o Company Secrelary, Directors and Chairman in Companies, Meeting Procedure,
Understand communication process

Undersiand the significance of oml communication in business context

Write business reports and make presentalions

Leam to write business communication instruments like memorandum, minutes ele.

Learmn how to write reparl & presentation.

o=l 5 LA L

Paper Title BECRETARIAL PRACTICES
Credils: 2 =lective/Compulsory- Compulsory
ax. Morks: 25475 . . Min. Passing Marks: 10+ 30
Total No. of Lectures- L ulorials-Practical (in hours per week): L-1-F: 1-0-0

No. of
Unit : Topics Loeiures
Totnl=30

Company Secretary-Meaning '?}'pl:, Qualities, Apﬁnlmmmt. Position, Dutics, Righ
I fand Liabilitics, Reole of Secrelary 5

Emeduru Incorporation of Company, Documents lo be Filed with Registrar,

emorandum and Articles of Association. 5

rocedure for Issue of Shares and Allotment of Shares, Prospects, Forfeiture and
1 Iteissue of Forfeited Shares 4

il

Procedure for Issue of Shares Certificate, Share Warrant and Share Stock, Procedu
v for Declaratian and Payment of Dividend and for lssue of Bonus Shares T

vocedure for Transfer and Transmission of Shares, Audit, Stock ]lagtstnr and Assel
v Register 3

Modern Methods of Office Communicalion
Wi Agenda and Minutes of Meetings
Dralling Fax Messages and E-Mail and maintenance of Appoiniment Diary 5

Secretarial Standord-1 On Boord Meetings

ﬁb:::“/ A
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ABOUT SKILL PARTNER
Skill Partner may be any business organization, Cooperalive Sociely, Not Profit Organization,
Qualified Professionals, Trust, NGO, MNCs, Association of Individuals, Federation, Charity Crganization,
Chamber of Commerce, Federation of Indusiries, Technical or Professional Institulions, Mational oc
International Level Organization/Association Federation and like this pattern.
ABOUT EXAMINATION/EVALUATION
[-For Prectical/Skill and Theorelical part, examination may be conducted online or offline or in mixed
format, as circumstances allow and students feel comlorable.
2-Patlem of paper shall be decided by concerned Subject Faculty and Skill Partner for their part. Skill Pariner
may adopl pattern as mentioned in B-Point of allocation of marks for evaluation/test purpose.

este inuo ¥ i oils
Continuous Internal Eviluation shall be based on as per following pattern:
Class Test-I (Objective Questions) (05 Marks)
Class Test-II (Deseriptive Questions--- (05 Marks)
Cluss Test-ITT (Objective Questions) {05 Marks)
Cluss Test-IV (Deseriptive Questions) (05 Marks)
Overall performance throughout the Semester (includes Atlendance, Behavier, Discipline, Pmﬂnlpni{nn in
Differenl Activities) —e==-- (05 Marks)

ABOUT PRACTICAL/SKILL SYLLABUS, TRAINING & TEST ETC (4 Credltsl
1- Practical work will be based on any contents or topic of syllabus of theoretical paper.

2- Content or topic for all components of practical work shall be decided by subject teacher in
consultation with skill partner.

3- Test or evaluation for practical work will be conducted by skill parther in
association/consultation with concerned institutionfsubject teacher.

4= Number of total credits for practical /skill part will be four.

ALLOCATION OF MARKS

E- Theoretical Part —-------TOTAL CREDIT-2
Internal by the institution (ICE] - 25 Marks
College/Institution - 75 Marks
Total Maximum Marls- 100 Marls
Passing Marks- 10+25=35 Marks

F- Practical/Skill Part ------- ~TOTAL CREDIT-4
Asslignment /Practical- ' 50 Marls------CREDIT-1
Internship- 50 Marks------CREDIT-1
Project - 50 Marks-—--CREDIT-1
Survey Report- 50 Marks--—--CREDIT-1
Total Maximum Marls- 200 Marks
Minimum Passing Marks- 80 Marks

Mote- [- Total Minimum passing marks for section A & B - 35+00=1135
2-Total Maximum Marks for section A & B — 100+200=300

> TRUE
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E‘illggﬁicl:l Readings:

P.K.Ghosh & V. Balachandran, Company Secretnrial Practios, Sultan Chand & Sons, Mew Delhi

M.C. Kuchhal, Secretarial Fr‘uctru, Vikns Publications

Garg, K.C., Gupla, Vijay & Dhingra, Joy, Company Law & Secreturial Practices (Revised

as per Companies }'LCI.IHFJL Kalyani Publishers

M.0. Kapoor, Elements of Company Law, Sultan Chand & Sons, New Delhi

Buovee & Thill, *Business Communication Essentinls A Skill - Based Approach o Vital Business Lllgl:laii"'
Pearson,

Kulbhushan Kumar & R.5! Salaria, “EMective Communication Skills”, Khanna Publishing House, Delhi
Disen & Priya, “Business Communication™ (Mew Age Intermational Publication)

Arorn, VN, & Chandra, Lakstumi, “Improve your writing"

[0 Koul, A., *Business Communications®, PEI
I, Pnnd::_-,.-, I£.D., Vyavasayik Sanchar, Sahityn Bhavan Publication (Hindi)
* 12, Sabay, 1. M., *Karyalay Prabandh evam Sachiviya Paddhiti®, Sahitya Bhavan Publication, (Hindi)

ol Lt

Suggested Continwous Evaluation Methods:
Continuous Internal Evaloation shall be based on allotted Assignment and Class Tests. The marks shall bB as ﬁ!“'I:IWH

Azsessment ond Presentatiof of Assignment (04 marks)

Class Test-1 (Objective Questions) (04 marks)

Class Tesi-1] (Descriptive Questions) ({4 marks)

Class Tes(=111 (Objective Questions) (04 marks)

Class Test-1V {Descriptive Questions) (04 marks)

Overnll performance (hroughout the Semesler (inchudes Allendance, Behavior, Discipline, Participation in
Dilferent Activities) (03 marks)

Suggested Additional resonrees
spes i phow il eomfTm=1

dips:fpkoweddedusation blogspol.com@m=1|
uips:iiveww, fecebook.com/Dr, Praveen K umard THY
mips:fvon facehoole com/aroups!| 448 5027088 10040/ ref=share

§tE
n,._,.-' .-""#
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Course Title: Office Management & Sectorial Practices )
Voeational course: Semester-111

Programme / Class:

Semesinr; Third

Year: Second

Diploma / Gradualion

+ Voeational Course: (Eleciive)

Conrse Code: MJPRUDI023 Course Title: Olfice Management & Sectorial Practice

':_-:ﬂlLrﬁ'i'r

L.
r 4

3.
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culcomes: The objective of this paper iz to give the besic knowledge aboul the Business Communication. Al

completing this course, a student will have:

Ability to understand the coneept of Communication along with the basic elements and norms of communication.
Ability to undersiand the official correspondence in the field of Business and olher Organisation along with thei
relevance,

Ability to identify und apply appropriste communication style with external and internal person, partics
organisniions cte.

Ability to apply basic technology in official comespendence. .

Ability to understand the concept of official correspondence of an orginisalion.

To lewmn lo perform effectively in group discussions.

To explore communicalion beyond language.

Ta learn to manage onesell while communicaling,

Tao nequire good communication skills and develop confidence.

Faper Tille PROFESSIONAL COMMUNICATION SKILLS

Credits: 2 [Elective/Compulsory- Compulsory

inx, Marks: 2575 Min. Passing Marks: 10 + 30

Unit

Total No. of Lectures-1utorials-Practical (in hours per week): L-T-P: 1-0-4
- No. of

Topics Leclures

Total=30

[ntroduction: Meaning and chicclive of Business communication, Forms of Communication,
Communication model and process, Principles of Effective Communication i

11

Corpotute Communication: Formal and Informal Communication, Metworks, Grapevine,
Darriers in Communication, Groups discussion, Mock Interviews, Seminars, Individual and 5
[Group Presentations

1

Essenlinl of elfective Business lelters, Writing Inportant Business letiers including

rrespondence with Bank and Insurance compunies; Oral & MNaon-verbal communication;
ﬁinuiplu of Oral Pressniation, Faclors alfecting Presentation, effective Frmmﬁnulskillls, [
onducting Surveys; Body Language, Pam Language, Effective Listening, ]:utemmmﬁ '
skill, Letter and Application.

v

Modern forms of communication, intermational communication, Cultural sensitiveness, and 1
cultural context, Writing and presenting In intemational silustion

Role, elfects and advaniages of technology in Business Communication, writing skills
Planning business messages, Rewriting and editing, the first draft and recopsiructing 1 &
enal draft. Office Correspondence: Official Letier, Semi Official Lotier and Memorandum.

e e
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T SK

Skill Parlner may be any business organizalion, Cooperalive Society, Mot Prolit Organization,
Quolified Professionals, Trust, NGO, MNCs, Association of Individuals, Federation, Charity Organization,
Chamber of Cominerce, Federslion of Induslries, Technical or Professional Instilutions, Maotional or
Iiitermational Level OrgMnization/Association Federation and like this patlern,

ABOUT EXAMINATION/EVALUATION

| -For Practical/Skill and Theoretical part, exemination may be conducted ouline or offline or in mixed
[ormal, as cireumstances allow and students feel comfortable, 3 '
2-Pattern of paper shall be decided by concerned Subject Faculty and Skill Partner for their part. Skill Pariner
may adapl pattern as mentioned in B-Point of allocation of marks for evaluation/iest purpose.

Suggested Continuous Evaluation Methods
Continuous lnternal Evaluation shall be besed on as per following paltern:
(“lass Tesi-1 (Objective Queslions) (05 Marks)
Cluss Test=11 (Descriptive Questions e (05 Marks)
Ulass Test-111 (Objective Questions) : {05 Murks)
Cluss Test=-1V (Descriplive Questiong) -—=---—--— — (05 Marks)
{verall performance throughout the Semester (includes Allendance, Behavior, Discipline, Pmﬂmpaﬂm in
Dilferenl Activities) {05 Marks)
ABOUT PRACTICAL/SKILL SYLLABUS, TRAINING Sl: TEST ETC (4 Credits)

1- Practical work will be based on any contents or topic of syllabus of theoretical paper.
2- Content or toplc for all components of practical work shall be decided by sul.‘rjm:t teacher in
cansultation with skill partner.
3~ Test or evaluation for practical work will be conducted by skill partmer in
association/consultation with concerned institution/subject teacher.
4- Number of total credits for practical/skill part will be four.

ALLOCATION OF MARKS

E- Theoretical Part —------TOTAL CREDIT-2Z
Internal by the institution (ICE) - 25 Marls
College/Institution - 75 Marks
Total Maximum Marls- 100 Marks
Passing Marks- 10+25=35 Marks

F- Practical/Skill Part —-==---- TOTAL CREDIT-4
Assignment /Practical- 50 Marlks--=---CREDIT-1
Internship- 50 Marks-—--CREDIT-1
Project - 50 Marks-—-—CREDIT-1
Survey Report- 50 Marks----—-CREDIT-1
Total Maximum Marls- 200 Marks
Minimum Passing Marles- 80 Marlks

!"ﬁlnlc- I- Total Minimum passing marks for section A & B - 35+80=113
2-Total Maximum Marks for section A & B — 100-+-200=300

== )




;

y

sl A State University - Government of U.P,; NAAC Accredited; 1SO 9001:2015 Certifled

“Miahatma Jyotiha Phule Rohilkhand University, Bareilly (==t
eIl ST el wecave fagafdenery, ave!

L
£
o ¥
i

. 3
1]
r
i
9

(1 8

Mupresied Readings:

Clouinger, S.C., "Theories of Personality: Understanding Pesson”, Pearson, New York, 2008, 5 edition.

Luthans F, “Organizational Behaviour”, McGraw Hill, Mew York, 2005, 12th edition.

Barron, A, & Brian D, “Social Psychology™, Prentice Hall of India, | 998, Bth edition.

Adler R.B., Rodmap G. & Hulchinson C.C. , “*Understanding Human Communication”, Oxford University Press 5
Mew York, 2011,

Lesikar, R.Y. & Flatley, M.E.; Basic Business Communication 5kills for Empowering the Internet Generntion,
Tate McGraw Hill Publishing Compuary Lid. Mew Dalhi.

. Boves, and Thill, Business Communication Today, Pearson Education

Shirley, Taylor, Communieation for Business, Pearson Education

. Locker and Kaczmuorek, Business Communication: Building Critical Skills, TMH

Misrn, A.1., Business Communication {Hindi}, Sahitya Bhawan Poblications Agra
Suggestive digital platforms web links-

o -

Ynggesied Continoons Evaluation Methods:
|['IJlll|r1l.lﬂuE Internil Evaluation shall be based on allotied Assignment and Class Tests. The marks shall be as follows:

Assessment and Presentation of Assignment (04-marks)

Cliuss Test-I (Objective Questions) (04 marks)

Class Test-11 (Desoriptive Questions) (04 marks)

Class Test-111 {Objective Questions) (04 niarks)

lass Test-1V (Deseriptive Questions) (04 marks)

Overall performance throughout the Semester (includes Attendance, Behnvior, Discipline, Participation in
Different Activities) (05 marks) :

ugpesied Additionnl resources
imadfphavorideducationblogspoleom?m=1
il psadinh i m=

s, facebool comDr PraveenK umard TH/
Wil fi i il |

9o
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Course Title: Office Management & Sectorial Practices
Voeational course: Semester-IV

[Programime § Class: Semester: Fourth
diplowa / Graduation * ¥ Heound
Yocational Course: {Elective)
Course Code: [Course Tiile: OFFICE MANAGEMENT & SECTORIAL PRACTICES -

Aller completing the courss, the student shall be able lo:

|. Undersiand the concepts related to Business.

2. Demonstrate the roles, skills and functions of management.

1. Analyze effective application of management knowledge lo diagnose and solve orgenizational problems and
develop optimal managerial decisions,

4, Understand the complexities associated with management of luman resources in the organizations nund
integrate the learing in handling these complexilies.

5 Demonstrate the ability to directing, leadership pnd communicate effectively

Faper Tille OFFICE ADMINISTRATION
Crodits: 2 “Eleclive/Compulsory- Compulsory
ax. Marks: 25+ 719 Miin. Passing Marks: 10 + 30
Tatal Mo_of Leciires-1 ulorials-Practcal (in hours per week): L-T-F: 1-0-4
: No. of
" Unit Topics Leciures
Totnl=3)

iTice Administration, Management Vs, Administration, Office Manager Roles &

I ills, Smarily Ofice Operation, Allocation of Office Work, Delegation of Authority, 5
+esnonsibility, Office Supervision & Control, Work Measurement and Standards

orlc Simplincation, Computers and Data Processing, Computers and Informatio

1 cchnology, Effective Comrespondence, Office Reports and Precis Writing. . 5

E\mngﬂnmt Functions and Principies, Planning: Mature, objectives and purpose o
1

1t anning, planning process, types of planning, Seiting Objectives, Planning premises
Innning Toels and Techniques, 5
Gifective Decision Making, Motivation, Significance: Authority and Responsibility
v Flctu.l'mnshipt: Centralization and Decentralization; Office Organizational Structure 5

Personne]l Managemenl, Stnﬁng: Concepl; Siaffing Process - Sleps Involved i
SinfTing, Overview of Manpower Planning, Job Design, Recruitment & Selection,
v Training & Development, Performance Appraisal, OIT. -]

Pubiic Reintions {PR): Deflnitlions, PR as o Communienting Function, Growth of PR in
lndia, PR & Publicity, Propaganda of Public opinion- PR, as a Management function,
vl ages of PR- Planning, Implementation, Research, Evaluation, PR Practitioners and
ediz relations, Press Conference, other PR {ools. Communication- Internal a 5
wternal, Community relations, Employee relations, PR in Public and Private Sector

R Counseling, PR agencies, PR and advertising.
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ABOUT SKILL PARTNER
Skili Parlner may be any business organization, Cooperative Sociely, Mot Profit Organization,
» Qualilied Professionals, Trust, NGO, MNCs, Association of Individuals, Federation, Charity Organization,
Chamber of Commmerce, Federation of Industries, Technical or Professional Institutions, Malional or
International Level Organization/Association Federation and like this pattern,

BOUT I TION/EV

I-For Practical/Skill and Theorelical parl, examination may be conducted online or offline or in mixed
lormal, us circumslances allow and students feel comfortable.
2-Pattern of paper shall be decided by concerned Subject Facully and Skill Partner for their part. Skill Partner
1111]_',’ adopl patiern as mentioned in B-Peint of allocation of marks for evalualion/test purpose.

ryaluation Methods
1'. ‘ontimuous Internal Evaluation shall be based on as per fn]lcrw:ngpnu::m
Class Test-l (Objective Questions) (05 Marks)
Class Tesl-11 (Descriplive Questions (05 Marks)
C'liass Test-111 (Objective Questions) {05 Marks)
Class Teal-1V {Descriplive Queslions) (05 Marks)
Owerall performance throughout the Semester (includes Attendance, Behavior, Discipline, Parlicipation in
iMerent Activities) - (05 Marks)

ABOUT PRACTICAL/SKILL SYLLABUS, TRAINING & TEST ETC (4 Credits)
1- Practical work will be based on any contents or topic of syllabus of theoretical paper.

2- Content or topie for all components of practical work shall be decided by subject teacher in
consultation with skill partner.

3- Test or evaluation for practical work will be conducted by skill partner in
association/consultation with concerned institution/subject teacher.

4- Number of total credits for practical /sldll part will be four.

ALLOCATION OF MARKS

E- Theoretical Part --—-—-—TOTAL CREDIT-Z
Internal by the institution (ICE] - 25 Marks
College/Institution - 75 Marks
Total Maximum Marls- 100 Marks
Passing Marks- 104+25=35 Marks

F- Practical/Skill Part --------- TOTAL CREDIT-4
Assignment /Practical- 50 Marks-----CREDIT-1
Internship- 50 Marks------CREDIT-1
Project - 50 Marks------CREDIT-1
Survey Report- 50 Marks-—---CREDIT-1
Total Maximum Marls- 200 Marks
Minimum Passing Marlks- 80 Marks

Mote- - Total Minfmum passing marks for seetion A & B - 35¢80=115
2-Total Maximum Marls for section A & @Uﬂﬂ'ﬂﬂﬂﬂ

g
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Supresiod Readings:

. Koontz, H, & Welhsich, H., Essentials of Management: An Internalional Perspective (8th ed.), Tala MeGraw
Hills, Mew Delhi.

2. Ghuman, K & Aswathapa, K., Management concepls and cases (10th ed.), Tata MeGraw Hills, New Delhi.

3. Gupla, C.B., Management- Theory and Practices, 5. Chand, New Delhi.

4. Gupla, R.C, “Vyavasayik Prabandha Ke Siddhant™ Sahityn Bhawan Fublication, Agra (Hindi)

5. Gupta, R.C., "Vyavasayik Prabandha Ke Siddhant™ Sahityn Bhawan Publication, Agra (Hind{)

6. Agarwal, R.C., Gupta, Sanjay, “Prabandha Ke Siddhant™ SBPD Publication (Hindi)

7. Saksena, S. C., Prabandh ke Siddhant, Sahityn Bheawan Publications (Hindi)

B. Black Sam & Melvin L. Sharpe Practical Public Reltions, Universal Book Stall, New Delhi

I. 10, Cutlip 8.M and Center A.H., Effective Public Relations, Prentice Hall

11, Kaul J.M. Public Relation in [ndin, Maoya Prakash, Caleuita Pet L,

Huggesicd Continnous Evaluntion Methods:
Continuous Inlernal Evaluation shall be based on allotted Assignment and Class Tests. The marks shall be-as follows:
Assessment nmd Presentation of Assignment (04 marks)

Class Test-] (Chjective Questions] (04 imarks)
Class Test-11 (Descriptive Questions) (04 marks)
Class Test-111 (Objective Queslions) (04 marks)
Class Test-1V (Descriptive Questions) ((4 marks)

Overall performance throughout (he Semester (fncludes Atendance, Behavior, Discipline, Parlicipation in
DilTerent Activities) (05 marks)
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