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49

50.

t  -50

f 51

51

52

52

5 3 ;

53

55_̂  - 

57i-



1 ^

4

V ' ’

i

-
s .  No Title t i Page No

Table 4.15 Problem Solving
1 ’ 
1 i . i .59‘

Table 4.16 Staffing
»•1

f
i

1 t 62r

Table 4.17 Financing ■ ? 1:

Table 4.18 Appraising, M onitoring and Evaluating .%
I

65 -̂

Table 4.19
f -

Attitude towards subordinate's 1 4 66 i

Table 4.20 Prevailing Practices \ ? 69

. Table 4.21 Gender i 71

Table 4.22 Age r 71

Table 4.23 Designation % 5r 72

Table 4.24 Qualifications I 72*
Table 4.25 Experience (Years) 12
Table 4.26 Administrative Training i  73

Table 4.27 Participation in Managerial T raining '
i

73

Table 4.28 Type o f  Training
f

i f 74S' -
Table 4.29 Duration o f Course

i.
74’.

Table 4.30 Effects o f Training ■i * t . -74

Table 4.31 Computer Literacy 3 1 ' , ’75*

Table 4.32 Competency in Planning
I

'75

Table 4.33 Competency in Communication • 5 ‘ j
77,

■ Table 4.34 Decision Making 19.

Table 4.35 Problem Solving a i
8i;

Table 4.36 Staffing
ft

- :83

Table 4.37 Financing i ; i 84

Table 4.38 Appraising, M onitoring and Evaluation t h i 86^

Table 4.39 Attitude towards subordinates i 87
y

Table 4.40 Prevailing Practices
< . ' 90^

Table 4.41
i

Gender £ 92\

Table 4.42 Ages 92

Table 4.43 Qiialifications
r

V -
92.



s . No Title
$

Table 4.44 Experience (Years) i
Table 4.45 Administrative Training t

t 1
Table 4.46 Participation in ManageriaUTraining

Table 4.47 Type o f  Training ^ J

Table 4.48 Duration o f  Course i

Table 4.49 Effects o f  Training

Table 4.50 Computer Literacy i

Table 4.51 Competency in Planning

Table 4.52 Competency in Communication

Table 4.53 Decision Making

Table 4.54 Problem Solving

Table 4.55 Staffmg

Table 4.56 Financing
I

Table 4.57 Appraising, Monitoring and Evaluation

Table 4.58 Attitude towards subordinates f

Table 4.59 Prevailing Practices

Page No

.93*

T 9 3 ' 

i 93^

9 4 ;.
I

94.
i

95

95

' 9 5

97

99,

101

104

105

106 

108 

l i d



ABSTRACT ^

The present study aimed at analyzing the Training N eeds O f  Educational Administrators
i ’ "'I . /  . K

at University Level. The objectives o f the 'study were; a )  to identify the admimstrative
‘ I . . = ; ' .

training needs o f educational administrators o f universities, b) To investigate the

problems and difficulties faced by educational administration at university level. c) ,To

analyze the training needs o f  educational administrators at university level.* ■ |

The population o f the study consisted o f ail deans, head o f departments and controller o f

examination o f public sector universities o f Islamabad. Population size was 270 which

comprised o f 24 controllers/ additional controllers, 49^deans and , 197 heads o f the

departments. A  sample o f  105 administrators were selected w hich consisted o f 60

chairpersons, 20 controllers and 25 deans were selected byfusing convenient and stratifies

sampling technique. A detailed questionnaire was developed in order to collect the
i t  1 ^

required data and information on variables o f interest. Pilojt test was carried out to check 
*’* - * • 

the reliability o f  the instrument. The opinion o f  experts was taken to validate the tool. A

^  total o f  150 questionnaires were distributed among Iparticipahts; o f  whom 105
M  i ? f; , I

questionnaires were returned. The results o f  the study conclude that educational
t

administrators feel a gap in their practices particularly in the area o f  decision making and 

communication. The study also concludes from the results that the administrators fe k  a
! A  I ^

need o f  training in the area o f  financing. Most o f  the adm inistrator had no opinion which; j  . 
means that they were not bothering the important element for encouragement which is

 ̂ .‘S ' . *  '
appraisal ^ d  evaluation. On the basis o f the findings o f  the study following

'  ? i .1 .1  > i .  . I
recommendations were made. There may be some training for adriiinistrators before or

5 “ -

after joining the position. Such training may be provided in mode o f workshops or 

refi'esher courses. Finally it is recommended that the professional education and. training 

o f  administrators both components may increa'se the efficiency leVel o f  administration.
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C H A P T E R - 1   ̂  ̂ ;
„

1.1 Introduction  ̂ \
* ] f  

_ The administrators play a pivotal role in the progress o f institutions being the in­

charge o f specific department and all the planning and mafiagement in the institutions 

revolves around the performance o f the adMinistrator. Successful operation o f an
% .J

Educational Institution requires competent administratorsi To lead the institution 

effectively educational administrators deal with a number 1>f problems, situations and 

people. To use their abilities and skills proficiently and to enhance the level of 

performance, prospective preparation and thus arrangement o f training programs is 

necessary for them. Specific tasks o f Educational Administration can be described in a 

number o f ways. Educational administrators are responsible, for curriculum instruction, 

negotiations, physical facilities, fi nance and business, pupil personnel, evaluation and
 ̂ V

supervision, recruitment and selection o f employees and public relations. (Hoy and 

^  Miskel, 2001).

Educational administrators set educational standards and goals and develop the 

policies and procedures to achieve them. TTiey also supervise managers, supporting staff, 

teachers, counselors, librarians, coaches, and other subordinates working under their 

control. They develop academic programs, monitor students’ educational progress, train 

and motivate teachers and other staff for better performance; manage career counseling 

for facilitating students and employees about selecting their profession and other student 

services. It is also a duty o f the administration to administer record, prepare budgets, and - 

perform many other duties. They also handle relations with parents, prospective and 

current students, employers, and the community. In an organization such as a small day 

care center, one administrator may handle all these functions. But in universities 

responsibilities are divided among many administrators, each,>vith a specific function.

“*4-



Educational administration performs function in tlie following broad areas; -

I -

1. Decision-making J
I

ii. Policy-making >
f  i 

i * ^
111. Managing Human Resource |

iv. Programming '
i

V. Stimulating j

vi. Budgeting and Control |
' f

vii. Appraisal and Evaluation ^

viii. Coordinating |

These different functions o f administration clearly indicate that the Educational

administrator needs training in all these aspects. At  ̂ University level for example

chairpersons or chairpersons are in charge o f departments* that had specialization in

particular area, such as English, Biological science, or Mathematics etc. In addition to
P

teaching, they coordinate schedules o f classes, assignments and presentations ; propose 

■budgets; develop criteria, test and other terms for recruitment, hold interview, and hire
r

applicants for teaching positions; evaluate ■ faculty members; encourage faculty

development programs; work in committees; and perform many other administrative
i.

duties.

At university level administrators in different areas direct and coordinate the
i

provision o f student services. Presidents or Vice Chancellors of universities, deans of 

faculties, and Directors o f student services may direct and coordinate admissions, foreign 

student services, health and counseling services, career services etc. In small colleges, 

they may counsel students. In larger colleges and universities, separate administrators 

may handle each o f these services. Registrar and his subordinate are custodians o f all the 

record o f university relevant to students, academicians, administration etc Directors of



admissions make his staff to manage the process o f recruiting, evaluating, and admitting
I ^

students, and work closely with financial aid directors,  ̂who oversee scholarship,
-I ^

fellowship, and loan programs. Controller o f examination'make his staff to conduct

exams, record grades, prepare student transcripts, evaluate academic records, assess, and
1

finally prepare results and dispatch to the students. Similarly program coordinator plans
i

and implements the schedules o f classes, and analyze enrollment and demographic 

statistics. Registrars and admissions officers at most institutions heed computer skills

because they use electronic student information systems. ^
i

A series o f activities conducted to identify problems or other issues in the

workplace, and to identify the areas in which training is required is called Training heeds
i

analysis. It is the first step to bring a change. A needs analysis is basically conducted to
4

fill the gaps between the current and desired situations. The first step o f needs analysis is 

to collect the document concerning the present practices and functions.
j
i

1,2 Statem ent of the Problem |
•f

Education is the basic need o f every citizen ahd without promoting the standard of
- f ,

education a nation cannot make progress. Moreover to bring quality in life we should 

bring quality in education at all levels in general and at higher education in particular. To 

improve the quality o f higher education and provide the seiVices in better way it is

necessary to improve the quality o f administration particularly academic administrators.
i

By reading the related literature and practices it seems essential that there should be some
-J

sort o f training for administrators of universities to make their services more efficient.
57

Researcher found no researches in this important area. The present study was carried out

for the same purpose. The study was undertaken to investigate and review the existing
L

training practices, difficulties and problems faced by universities for their administrators
4



and to evaluate their training needs. T^e results o f the study will help in planning training
II

for administrators.

1.3 Objectives of the Study f
i

The major objectives o f the study were: - |  !

I  . . .

1. To identify the Administrative training needs o f educational administrators of
I '

universities. 5 -
I

2. To explore the problems and difficulties faced by educational administrators at 

university level.

3. To analyze the training needs of educational administrators at university level.
S; *

1.4 Significance of the study ^

Presently, there is no such specific training system for the Educational 

Administrators at university level. The researcher has therefore decided to study their 

training needs and to develop a report by analyzing those needs. Keeping in view the 

functions and responsibilities o f the Educational Administrators, it is felt that some kind
f

of training for educational administrators not only indispensable but also desirable.
't-

The study will also be usefial for the Educational Administrators at university level, senior

executives, policy makers and governing bodies in a university system and the findings of
t

this study will provide a picture o f their training needs, it will be beneficial for policy ̂ 

makers to know the deficiencies in the administrative setup o f educational sector'at 

university level and hence it will help the policy makers to revise the policies and to Jrain 

the administrators or to specify criteria for their selection.
i I

1.5 Assuniption of the Study

Following were the assumptions o f the study |

a. There is no specific professional education or pre-service or in-service training 

for appointment as an administrator. ^



b- Most o f the administrators at universities were basically academicians posted as
4.fi

administrators either by promotion or through direct selection.

c- Educational administrators feel the need of training fw  better performance.

 ̂ : -
1.6 Delimitations of the Study ■

;
Because o f time and resource constraints study was delimited to;

4
i. Public sector universities o f Islamabad. i

ii. Universities having formal system of education. .
f;

iii. Only Deans, Chairpersons and Controllers o f ExaminaHon.

1.7 Methodology
t •

The study was descriptive type. It employed the Following research methodology:

1.7.1 Population I

Administrators o f all universities o f Islamabad were the population o f the study.
%

1.7.2 Sampling technique t

Convenient and stratified sampling technique was employed due to time, resource

and other barriers. " '

1.7.3 Sample size ^

105 administrators from the total population formed the sample for the study.

Sample comprised o f three group's
 ̂ i4 I

1) Chairpersons or chairpersons.
i

2)D eansofthefacuhies. *

i
3) Controllers o f exammation.

1.7.4 Data Collection Tool



Questionnaire |
I - t-

Three questionnaires were developed. One for the controllers, second for the dean 

of the faculties and third for the Chairperson of the departments. The Questionnaire 

comprised on two parts; one part was based on five points Likert Scale and other
j  ■. - 
1

comprised o f open-ended questions. f ‘

Questionnaire covered the following dimensions of administration:

i
• Planning

• Communication ^

• Decision Making •A
\

•  Problem Solving | j

• Financing

• Attitude towaMs subordinates ]=
I

• Prevailing practices
i

•  Problems Faced by Administrators  ̂ ^
-i'

1.7.5 Pilot Study

The constructed questionnaire was subjected for pilot study in order to determine 

the" validity and reliability o f research tool. The reliability o f the scale was measured 

through SPSS16 software and that was 0.6 which is aecordmg to George and Mallery 

(2003) satisfactory. For the purpose o f validation of the research instrument, it was sent to 

five experts o f educational administration and management. Some improvements, 

additions, deletions were considered viable in response of experts and mcorporated in the 

questionnaire before the final administration in the field by'the researcher herself No
I

enumerator/ field assistant was involved for data collection during pilot testing.

1.7.6 Data Collection 4
i



After developing questionnaire researcher administered personally to the selected 

sample after pilot study. |  |
- 4 ■

1.7.7 Analysis of Data J " J

Data was analyzed on percentage score basis. On the basis of analysis o f data,
-a :

findings, conclusions, and recommendations were made. Lastly, the Training needs o f the 

Educational Administrators were highlighted in the light o f findings. The gaps between

needs and existing training practices were compared. |  ^

4 i
1.7.8 Definition of Terms *

%'
Educational Administrators i

The individuals who set educational standards and goals and establish the policies
i

and procedures required to achieve them, supen'ise managers, support staff, teachers,
i

counselors, librarians, coaches, and other employees, manage career counseling and other
*

Student services, administer record keeping, prepare budgets, and perform many other
.1

duties in educational institutions are called educational administrators.



C H A PT E R  2

Review of Related Literature |  }

Nowadays education is considered to He a means o f development not only for an  ̂

individual but a nation as a whole. Masses are getting aware o f the need of the basic tool 

of development which is education. 1

2.1 Education |
i

Education refers to the process o f acquiring information leadmg to leammg.
t

Education can be divided into two main types. ^

• Formal learning through any sort o f institutionjsuch as a school

•  Self-taught learning through self life experiences

Generally, education helps in learning basic life skills, as well as advanced skills that 

consequently make a person more productive and to be aWactive m the job market

(Mehmood, 2001).

Education is the basic need of the society. Education prepare the individual.of a

society to perform their duties effectively while joining,any profession .Educated

personnel are the main wealth, o f any nation. Education is concerned with the

development o f a whole person. It involves students acquirin^knowledge, skills, attitudes

and values that will be part o f their life. It also involves caring for the development of
i

Individual intellect, emotional, social and physical growth (Crowl, 2007).
h'

There are three stages o f education in Pakistan;  ̂ ,

•  Elementary education; ^

1. Early Childhood education

2. Primary education J
t

3. Middle education



• Secondary education; |

1. Secondary school certificate I

2. Higher secondary school certificate 1
f

•  Higher education:
i

1. Graduation j

2. Post graduation |

Higher education is delivered in two modes . ^

1. Formal Institutions f

2. Non Formal Institutions ^

According to the Dave (2005, pp.110-112) education'can be divided

types mainly formal and non formal. ^

into many

2.1.1 Formal Education ^
t  .

Formal education system is highly institutionalized, and well hierarchically
i

structured. Formal education requires utmost planning, proper management, trained 

taskforce, institutional facilities, organizational structur| and massive financial
I

investment. In most o f the countries the formal education system is supported and

operated by the state itself However, in some countries the state encourages and allows
t  . 

private system that may provide a comparable education. ^



2.1.2 Non Formai Education
i i

It may be defined as any organized educational activity intend to serve learning ^
1 i  ̂

objectives, however, outside the established formal system. It is not bound by^any

hierarchically structured and chronologically graded education system like a fonnal

system. It is also intended to serve identifiable learning clienteles and it more oriented

towards enhancing learners’ life skills informaly. Face to face component may orimay
jt ^

not be involved in such learning. Non-fomal education programs need to be 

implemented with specially trained manpower (i.e. instructors or teachers) along .^ith

active participation o f facilitators from the community. |

In recent decades much stress has been |iven to enhance the quality of distance
I

education. The success o f distance education lies upon the "service quality, and learner
J

satisfaction, in time delivery and communication. The problem o f untrained human

I •
resources may overcome by implementing distance education-. The relationship o f quality

and distance learning is like bridge and both are essential for each other.
i

Any educational organization by using the techniques o f distance learning can 

cope with this problem. Success of distance learning program depends upon quality of 

supporting source Claus and Dooley (2005), Carrier and HarVey (2001), Yilman (2005),

comments that “distance learning has become an important learning option for education
I

system and training solutions in the human resource development area.

Pakistan is the one o f the developing countries. Educational system o f Pakistan is 

working under the umbrella o f formal and non-formal education system. Remote areas of 

Pakistan, which remained ignored in the past, are now getting benefit from distance 

learning implemented under non-formal educational system.| Different features o f Non- 

formal schools distinguish themselves from the formal schools sponsored by the 

Government o f Pakistan. Some o f these includes selection o f teachers from the local

10



'

communify, schools are situated nearer to residences of children, and the curriculum is

more practical and related to issues that children may face in their daily life. It m ^  be i

referred as parents and community of student’s education emphasizing on provision of

educatiori to girls and under privileged groups. Many scholars have evaluated the
i  "i

differences o f two modes as narrated by the Dbois, Padouanoj and Stew (2006), however, 

scholars argue that experiencing different ways o f education may be considered as the

most important enriching element o f learning experience, regardless, whether one system
t

is considered to be better or worse than the other one. i  \
I

2.2 Concept of Management I ?

Management plays a vital role in our lives, nothing happen without management.

We find a kind o f management going on around us in a well managed manner, Allah
• ■ i 

Almighty says; “Do you find any mismanagement in the work o f the Merciful?” (Sura Al
%

-Mulak: Aya: 3) 1 \

In the creation o f heaven and earth, day and night, in'astrological movement and
I !

planetary systems, everything in this universe reflects Allah Subhana’s management. As 

far as human beings are concerned, they also require management in all their activities 

and we find beings are concerned, they also requires management in every facet of human 

activities: schools, business, churches, government, unions, armed forces and families.
I

Establishing and achieving objectives are challenging and rewarding missions from_ any
\  *■ 

enterprise, and it is observed that the managerial hurdles to be overcomes from success

are surprisingly similar for all organizations. Management affects the establishment and

the accomplishment o f many social, economics, and political goals in any country.

Stogdill (2004) noted that there are almost as many conceptions about management as

there are individuals who have attempted to define it. Yukl (2007) has reported that early
\ ^

10 thousand article and books have been published on this subject. ^
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A very simple definition of management is: it is an art o f gatiiering 

different people for the achievement o f common goals. Most popular and often 

quoted is “getting things done through other people”.̂  Armstrong (2004) defmes 

leadership as influence, power and legitimate authority acquires by a leader to be .
J

able to effectively transform the organization through the direction o f hu^man

resources that are most organizational assets, leading to the achievement of

. 1 . . . .  •
desired purpose. Management process coiisists o f planning, organizmg, actuatmg,

and finally controlling activities to be performed for determining  ̂and 

accomplishing the objectives stated with the help o f human and others resources 

(Terry, 2002, p.4). |

As far the styles are concerned, it varies from person to person. It depends upon
t .1

the personal grooming and personal experiences in life. Even the environment m which 

the manager or leader has spent his time matters a lot. The term styles are roughly
■f '■ 

equivalent to the Mannes in which the leadership/manger influences subordinates. 

(Luenburg and omstein, 2006) .
Z  i

The term o f management differs in different perspectives. Its meaning chiange

with the person to whom it is being referred. In general terms, management is a process

which contains planning; managing and allocation o f resources to accomplish

organization predetermined objectives and evolution of its achievement and ^then

reconciliation. The term re^urce  covers, hum ^ , materials, machineries and finances

required to run the business o f an organization. . |

“Management is the process o f planning^ organizing, leading  ̂and
4

controlling the use o f resource to accomplish performance goals” (Schermerhon, 2008). 

The aim o f management is to deliver results cost effectively in line with customers 

expectations and profitably, in the case of commercial organization. It is not only leaders

I*"*
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fc.

who can be inspiring. Inspiring leaders moves us to change direction while irispiring

managers motivates workers to work harder. \

Management o f staff working in distance education'can be challenging for the
I

management because they may not be familiar with the system and wSrking conditions.
t  . _ . j

To cover come suspected issues, a team needs to set up to look mto the personne . ^
I I

2.3 History of M anagem ent |  }

The history o f management Hes in the centuries back, started ever since people

began forming groups to accomplish this management aims. There are numerous

defmitions o f management but the most popular and often quoted is “gettmg thmgs done
t

through other people”. Therefore management is a distinct process consistmg of plannmg,

organizing, activating and controlling.  ̂ ;
* \

2.4 Origins of Administrative theory  ̂ ^

The evolution o f leadership theory began thousands o f years ago. The Egyptians,

[ * 
for example demonstrated complex organizational skill in constructmg pyramids m 5000 

B.C. The Babylonians created the highly sophisticated code o f Hammurabi sometime 

between 2000-1700 B.C. Thousand o f years ago, Chinese had* complex training programs
f  I

for training leaders and scholars. The bases of leadership theory are ancient.

2.4.1 Douglas M cG regor theories of management _

In 1960s Dongtas McGregor developed theories o f management at the MIT Sloan 

School of Management. These theories may be used for staffing, organizational behavior, 

organizational communication and organizational development. Both of those theories of 

management describe two very different attitudes toward work force. ,

i) T heo ry  X  |

The managers acting on theory X believes that the employees do not really want 

to work they would rather avoid responsibility and it is the duty o f manager to structure

13 4 I



the work and energize his employee. The base of. this theory is that employees are 

inherently lazy and always avoid work and work is also inherited in employees. Therefore

 ̂ t  I
management believes that workers must closely supervise.'^A hierarchical structiire is

required with strict span o f control at each stage. Managers adapting theory X lead to
1 . •

mistrust, highly restricted supervision as well as a puncture atmosphere. Beliefs o f this

I ^
theory lead to end everything in blaming someone. This theory refers the managep to 

think that employees are just interested in earning money by-'doing the job. They always
* > 

use to blame the employee without investigating whether it may be the error o f system,

policy or lack of training which was responsible for the problems. E
t: ‘ i.

ii) Theory Y J

Followers o f this theory apply self-control and self-direction in the pursuit of

organizational objectives, without external control or the threat of piinishrnent.
f  1 

Commitment to objectives is a function of rewards associated with their achievement.

Employees usually accept and often seek responsibility. The capacity to use a high degree
I  ̂ . . i

o f imagination, ingenuity and creativity in solving organizational problems is widely, not 

narrowly, distributed in the population.  ̂ ^

2.5 Management styles

Management styles can be employed depending upoii" i) nature o f task, business, 

and workforce, ii) personality and skills of the leaders. This idea was further developed 

by the Tannenbaum and Schmidt (1999, pp.23-25). It was argued that the style of 

leadership is dependent upon the prevailing circumstance.' Therefore leaders should 

exercise a range o f leadership styles, however keeping in^view their suitability and 

appropriateness.  ̂ i

I
i) Autocratic ^

1' . #
An autocratic style means that the directions o f business should remain constant,

14



V

and decisions should be similar. This, in turn may project a |  image o f a well m anned

business. On the other hand, subordinates may become dependent on the leaders and need „
f ?i. ;

supervision. t j f

ii) Paternalistic |

A paternalistic form is also essentially doctoral. In this style o f leadership the

discussion tend to be in the best interest of the employees rather than the business. A 

good example o f this phenomenon would be David Brent o£ Michael Scott rumiing the 

business in the fictional television shows the office. The le a d !  explains most decisions to 

the employees and ensures their social and leisure needs will always met. This can help 

balance out the lack o f worker motivations caused by an autocratic management s^les. 

Feedback is again generally downwards, however feedback to the management'will 

occurs in order from the employees to keep them happy. ^

iii) Democratic |  ;

In democratic style, the manager allows the employees to take part in decisions-

making: therefore everything is agreed by the majority. The communications is extensive 

in both directions (from subordinates to leaders and vice-4rsa). These styles cah be

particularly useful when complex decisions need to be made that require a range of
it

specialist skills.  ̂ ^

iv) Laissez-faire |

In a Laissez-faire leadership styles, the leader’s role is peripheral and staff mange

their own areas of the business; the leader therefore evades the duties o f management and
f ‘ 

uncoordinated delegation occurs. The communications in this'style is horizontal, however

Ivery little communication occurs in comparison with other stymies.

Contem porary theories o f M anagement |

-f
i) Contingency Theory . ;



In this approach before making a decision a manager taust take all aspects o f the 

current situation in mind and act on all those aspects, which ^ a y  a role in the situati|)ft at 

hand. Basically, this approach refers to the adoption of style Spending upon the situ|rion 

and circumstances. For example, an autocratic style is pbbably best for a person 

commanding the army but comparatively participative & faciijtStive style is more suitable
I ’•

for a Dean o f faculty or Head o f department etc. |  i

i *
v) System ’s th eo ry   ̂ \  ^

Systems theory is base on the definition o f system. A collection of parts unified to

accomplish a test or perform a goal. I f  any part o f the system |s missing, the nature o f the

system will totally change or system may out malfunction. A lystem  takes inputs process

then and gives us outputs. It is basic theory recently w i*  tremendous changes iii

organizations thing theory is used. This has changed the interpretation o f management?

The writers, educators, and consultants etc are helping managers to take organization m a

broader sense; this theory brings recognition of different parts^of organization .
i

vi) C haos theo ry  |  ^

Chaos theory recognizes that events indeed are rarely controlled. Managers are

acting on the basis that organizations events can always be controlled. Chaos theorists say

that systems drive towards more complexity and to maintaining such complexity more &
t

more energy is required. I j

2.7 Functions of Management  ̂ 1

Management performs different functions. Rue and Byars, L.L (2000, p.7)

describes the functions of management. t
1 :t- }

2,7.1 Planning

i. Performs seif-audit-determine tlie present status o f the organization. ^

I
ii. Survey the environment. |  |

16



iii Set objectives. T
♦i ■ 

iv. F orecast the future situation. |  .

V. State action and resource needs. |  j

■ I L
vi. Evaluates proposed actions. ^

J i
Vii. Revise and adjust the plan in light of control relults and changing

conditions 1 t
Itf  ; 

viii. Communicates tiirougiiout the planning process.

2.7.2 Organizing i I
t  .

i. Identify and define work to be performed. |

ii Break work into duties. j I
I s

iii. Group duties into position * |
I [

iv. Define position requirements . |

V. Group positions requirements  ̂ r

Group positions into performed, accountability^ and extent o f authority 

Revise and adjust the organizational structure in light o f control results and

changing conditions.
i. i  

Communication throughout the organizmg process.
4 I-Ai  1

2.7.3 Staffing |  ^

i Determine human resource needs. '  i
f *

ii. Recruit potential employees |
r  ̂ -• 9

iii. Select from the recruits ,

VI.

vn.

vni.

) I
iv. T rains and develop the human resources t

VI.

Revise and adjust the quantity and quality o f the human resources in light of

-y i*
control and changing conditions

Communicate throughout the staffing process.
I

17



2.7.4 Leading 4  f

i. Communicate and explain otyectives to subordinates |

I  ̂ ?ii. Assign performance standards ? |  | -

iii. Coach and guide subordinates to met performance p n d a rd s  j

. - f  {
iv. Rewards subordinates based on performance. j  |

V. Praise and censure fairly. |  I

V i.  Provides a motivating environment by c o m m u n i|in g  the changing situkion

and its requirements. i  I

vii. Revise and adjust the methods o f leadership in the^light o f control results and ^

'  I
changing conditions. |  |

viii. Communicates throughout the leadership process. I  i

i f
2.7.5 Controlling: j I

s
i. Establish standards. 1

ii. Monitor results and compare standards. |

iii. Correct deviations. f

iv. Revise and adjust control method in light of control results and changing
I

conditions. i j
f 4

V. Communicates throughout the control process. |

2.8 Educational Management i

Educational management is the study of operation o f educational organizations.

Educational management is mainly concerned with the o l^ ec t|e s  o f education. , 

Objectives o f educational management are to issues directioh and support to strengthen 

managerial situations in educational institutions Clarke, A.N( 2004) defines educational

! , ; ■ management as:- |  •

“Management posiesses no super-ordinates goals or vllues o f its own. The p |s u i t



f : 
■i
I  i1

of efficiency may be the mission statement of management but this is efficiency in
\  !

the achievement o f objectives which others define.’ |  j

The process of determination o f aims o f educational organizations includes ^

principles or others senior officials. These objectives are strohgly influences by pres|ures  ̂

groups and external environment. In many countries national durriculum' is often d e s ire d  

by the government and school and colleges are just to implement it. ]

The main issues to uplift political pressures o f social group and design s tra te^  to 

reduce external environmental effects, leadership and manjigement reducing external 

environment influences, leadership and management may he given equal importance to

achieve goals.  ̂ I

2.8.1 Office Management |  i

Implementation o f policy decision made by the top levels management is done by

the bottom level managers through management. Singh, B .l | V.K & Krla N/K ( 1988)
' f

present the following definition o f management ^

“Office management implemented the principal o f management to get the work
'J-

done through oflice. As per function of management fto run the business o^ an 

organization there are three levels of management i.e. top management middle 

management /junior levels management and the bottom level o f management.

2.9 Managerial Role of an Administrator ^

Heads play a pivotal role in their institution. Tftey have to be veiy active and 

vigilant to delegate the duties. They have to understand the personal interest and aptitudes 

o f teacher satisfy their subordinates having aifferent points o f views on the same issues 

or; problem, settle personal and group conflict within institution, make tension^ free

environment of the institution.  ̂ |  ^
I- ;

According to Valeri e ta l (2003, p.37) \ \
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‘‘Heads and other senior staff with management respoAsibilities within institutions^ 

are o f crucial importance. Only if they are effective>anagcrs,of their teac|ting 

staffs and material resources available to them, as weM as pcfesessing the qua|ities 

of effective leadership, institutions offer pupil the quahty o f education they hjve a 

right to expect. The main role of the heads is to fa ilita te  daily working of the 

educational institutions, to balance their need for re s o k e k  and bridge boundaries  ̂

between institutions and external envi^nment. T lJ  heads must be frieftdly, 

cheerful to his/her subordinates in order to facilitat^their work. He/she should

facilitate his/her subordinates to accelerate the performance.” j .

According to Govinda (2002, pp.212-213) heads has t§ play multiple roles at their 

institutions. The following are some major roles which held to^play. ,
Ii r

2.9.1 Academic Administration |  .

Under the academic administration, the curriculum m |tagem ent activities hoW an

important place including implementation of curricular calet&ar, formation o f tim e|b le . 

timely and effective curriculum transaction continued and comprehensive evaluations of 

students through examination, organization of co-curricular a |iv ities.

2.9.2 Genera! Administration 4 f

,t involves heads giving admission to students, handling Students and tease rs

union, work allocation, checking absenteeism and altert?ate arrangements, seeking 

cooperation, supervision and quantity and quality assessm ^t of teacher’s work, Wed 

identification for capacity building and making arrangement | r  the same. j

20



r 2.9.3 Financial Management i  i
I f- t »

It includes generation and mobilization of resources, ^location and utilizati(jn of . 

resources and monitoring and evaluation of expenditure. It |s  notable that at any Ip e l, 

despite the availability ofaccountants and clerks, the heads has to devote more time^than 

normally expected. Heads have to spend considerable t i n |  in supervising the work 

accountant since they do not have specialized training ^n the fields o f financial 

management, it takes a lot o f time to understand, fol’low a n | then supervise the related 

work. They still remain skeptical about spending the available funds, which affects the

smooth flow of institutional activities. The demands for financial management training
* f ?  ̂ .

are thus generated.  ̂ i
I i!

2.9.4 Material Resource Management  ̂ I

At secondary level, keeping up material resources reqmre more attention o f heads.

Heads have no power'to incur expenditure as and when required. They have budgetary 

rigidity and far any change they have to seek the permission o [ higher authority. t

2.9.5 Community linkage r■ i k
Establishing linkage with community to ensure enrolment, seek teaching help, 

fi-om capable individual o f village require a lot of effort on the part of heads. It is 

noticeable that heads spent more o f their time dealing with admission pressure, discipline 

problems, political and administrative pressure and restoring school credibility in th e s e s

ofpublic. :

Therefore, heads should be trained for individuaii and group interactions,

community linkages and relationship, financial affairs as well as routine administrations.
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2.10 Role of Administrator I

Head is the key stone in the arch of the institutional ajlministration. He/she is the

hub o f the educational effort. What the main spring is to the watch, the flywheel to the

machine or the engine o f the steamship is head to the educational mstitution. He is the

organizer/leader, governor, business director, co-coordinator, superintendent, gmder,

philosopher and’friend. Heads is a group leader who knows how to involve peoples how
t i 

to arrange conditions and initiate process that will brings out the best in each participant.

The head teacher is a group leader to direct and stimulate group effort. The head is
I

the dispatching station at the center of the education and endeavor.
i

2.11 Role of Leader t ^
I' ■ .

Leadership may be the first and most important requisite for a good head. 

Kingdom (1999, p.34) have been written about leadersliip. The qualities and functions of

the best leader are: >

^  j. Establishing and implementing an. implicit ,;or explicit mission and

administering activities that produce result. t  i ]
\
I

ii. Supporting the teaching and learning process.

Establishing and supporting the curriculum,

iv. Creating a climate for high quality research. 4

V. Acquiring and distributing financial resources through budgetary managei^ent.
5 J

vi. Managing the academic personnel function.
d

vii. Coordinating students affair

viii. Maintaining tlie physical plant and basic operation to provide necessary

support services. { %

These activities are deah with in one way or another by academic administrators. 

The key to understand, how an administrator actually is performing, however, is hidden in
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the words. “One way or another” . How “one or anothet” is ’executed is basic in • 

determining whether a college or a university is excellent, jood , mediocre, or poor in

achieving its mission. \. ; ,

'  - . . .  I  12.12 Training Needs for Administrators

one o f the fondamental requirements o f the workjis that all employees a re , 

adequately trained for the work that they carry out. Staff nlust provide with sufficient 

. information, instruction and trading to ensure they are' aware o f  the jobs and the , 

responsibilities. Training is also essentia, to raisi the level o f staff .nd  student about the

work and environment o f the university. f

According to Knowles (2003, p.56), Most training is^provided ‘on-the-job’; and

that should be the integral part of the ongoing instruction and|supervisl6n o f the staff and

students. TO supplement local Training in the university to tlA heads, it is very important

for the heads to assess the Training and coordination and motivation techniques to handle

and motivate their subordinate. It’s essential for all the head^ that they clear about Aeir

responsibilities towards students and staff and how to asses j  manage and monitor their

responsibilities.
r

2.13 Training needs analysis i

The training need analysis is a  critical activity for the training and development of 

an instimtion. Whether we are a human resource generalist a specialist, we shouW be 

skillful at performing a training needs analysis. It is usê d as the base for shaping 

instructional objectives, the collection and design o f i|structional programs, the 

accomplishment, o f the programs and the assessment of the training provided. All these 

processes form a continuous cycle which always begins f i th  a needs analysis.Jhe 

analysis begins with a "need" which can be recognizeddn several ways but it is 

commonly described as a gap among what is presently in p^ce  and what is considered
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necessary, at present and in the fiiture. Gaps can embrace discrepancies/differences
.. ■ ' : I

between the expectations and the actually happening, existing and preferred, job

performance and existing and desired competencies and skills.

r»I

Position 
DesGriptiDr» 

{Occupationial/ Job 
Profiles)

Com pet^cy
Standards

Gap AiTafysis

1 5 *

Ah Individual^ Curert 
C om pb^cies 

(personalCbnipetenGy 
Profile)

Tranihg Package -  
Austratiw 

Qualificatiohs 
Framework

Source: httD://marchowles.corh/courses/dtaa/taa9/taa9b.htm

4 5 a•? ;
The purpose o f a training needs analysis is to determine the performance 

necessities or needs within an organization in order to allocate resources to the different 

areas according to their need, those that directly relate to satisfying the organizational 

aims and objectives, improving output and providing quality products and services

’ I I
2.14 Needs Assessment f

Training must be directed toward the accomplishment of some organizational 

objective, such as more efficient production methods, improved quality o f product or 

services, or reduce operating costs. An organization may commit its resources, only to 

those training activities that can best help in achieving its ^bjective. In general, needs
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assessment may be eonducted in three ways: organizational [analysis, functional unit or 

departmental analysis and individual employee Inalysis. Sar|ners. D. (2002) elabojated 

need assessment is a process to identify types, of training programs for the purpose of 

technical and vocational training which may address the n e e |  with the understanding of 

role o f technical and vocational training in the economy and educational system of the

¥ I1 -
country. i i

The purpose o f training needs assessment survey (TOAS) is to facilitate an

organizations td evaluate c u r r e m  requirement of staff traimng about identification of 

problem area, analysis of problem and dig out remedial measures as well as to evaluate

performance o f the personnel who have training . |

2.15 Training of the Administrators .

Training involves the employees for acquiring skMls or learning concept to 

increase his /her performance. According to Mani, ( 1999 / p.lO), generally, the ^new 

employee’s manager has primary responsibility for traimng‘in how to perform the job. 

Sometime this responsibility is delegated to a senior employee in the department. 

Regardless, the quality o f initial training can greatly influence^the employee’s job attitude

and productivity \

2.16 Training Method of Employees

Although employee training takes place in traditional way‘s, many organizations* are 

increasingly relying on technology-based training method because o f their accessibility, 

cost and ability to deliver information. According to Rc*bins (2005. pp. 232-233) 

manger need to know whether their employees are performing their jobs efficiently and 

effectively or whether there is a need for improvement. That il why training is required.

't

0  I
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11.

111.

jL r
2.16.1 Traditional Training Methods |  I f

i. On -the-job employee leam how to do tasks sL p ly  by performing ttem ,

usually after an initialintroduction to the task. f '  |  ,

Job rotation employees work at different jobs in a particular area, g ^ in g

f  1
exposure to a variety of tasks. t '

Mentoring and coaching employees work with |n  experienced worker:who

provides inform ation, support, and encouragem ent: also called apprenticeships ,

- ;• *• * in certain. J

iv. Experimental Exercise employees participates in lo le playing, simulations, or

Other face-to face types o f Training. |  i

V. W o r k b o o k s /m a n u a l s  Employees refer to Trainittg workbooks and manuals
I

for information. ^

2.16.2 Technology-Based Training Methods i

i cD-ROM/DVD/videotapes/Audiotapes/podcasts^ Employees listen to wa

selected media that convey information or demonswate certain techniques.

V ideo co n feren cin g /te leeo n feren cin g /sa tem te  T V  Employees listen to or

participate as information is conveyed or techniques demonstrated. _

E - l e a r n i n g - i n t e r n e t - b a s e d  learning where employees participates in
I 1

multimedia simulations or others interactive modules. t

2.17 Human Resource Development ^

The term “Staffing “was introduced to the 169 Miami conference oHhe 

American society o f training and development (ASTD). By Leonard Nadler’s ht,man 

resource development is the study and practice to increale the learning capacity, and 

application o f learning based interventions for the purpJse o f optimization hitman 

and organizational growth and eff-ectiveness (Chalofsky,1992)

11.

111.
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Human resource development process co n sis | of set of activities tp be , 

carried out to enhance capability o f ability o f hufttan beirij Accordingly in the U |itcd  ̂

Nation’s 12“' meeting on public resources developmer« encompasses an a r ry  of 

activities to enhance the ability of all human being to reac |th e  highest potential. |  ̂

Song, J.H (2005) defines human resources development as a process of 

developing and un leasing human expertise through or^nization development and 

personnel training and development for the purpose of improving performance. ^

Human Resources Development plays vital trole in improving httman 

capacity building and enhancement o f professional skills which leads to contribute in 

economic development of the country .TWs sector of eeo|om y has also been fb^sed  

in National Education Policy 2009 of Pakistan; enhance|cnt o f skills o f manpower 

will increase efficiency and competitions in local in d itr ia l sector and will also 

increase worker’s remittances as well as increase inj overseas to earn foreign 

exchange. The bank, W. (2006) elaborates the importanle o f skill development for 

country’s development by indicating that the countriel which have had speedy 

increase in educational achievement and sustainable economic growth are ^only 

because of up gradation o f education. In the scenario o f ^obalization larger numbers 

o f skills manpower is essential from attraction o f din.ct^nvestment development of 

workers skilled. Titus, employment opportunities in l|bor market will increase.

Skilled workers can easily be absorbed into the economy. J

Highly skilled trained personnel are assets* o f an organization. Tltey

contribute in attaining deseribable growth, e f f i c i e n t  j  utilizations of resources, 

reputations in competitive market environment and produ^ivity of an organization. It 

is worth mentioning that almost in every organization human resource development

exist in any shape.
i
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2.18 Training Programs |  1

in general term, training process strengthen L e e  human dimension' i.e.
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organizations it defines organizational objectives.
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After getting information from employees through tool, an organization

i . j , , j- 
identifies areas and priorities training program prior toj implementations programs

I . *-
which have been chalked out, organization determines financials implications, 

trainers, facilities, equipments and,time which will support training'programs. j

4 ^
Training is a learning process through experiences which seek permanent

' i :
change in an individual’s ability to perform the ^sks quickly and efficiently.

t j
According to Robbins, S.P, Coulter, training is a learning experiences in that it seeks a

'T • • - *relatively permanent change in an individual that will improves the ability to perform

the job. Training can involve the changing o f skills, ̂ ^knowledge's, attitudes, or 

behaviors. Cascio, W.F (1998) defines training as: Training consists o f planned 

program designed to improve performances at the ^individuals, group and/or 

organizational levels. Improved performance in turn, implies that there have been

■^  measurable changes in knowledge, skill attitudes and/or social behavior.
I

2.18.1 Job Specification > i
I

Job specification is output o f job analysis. It provides basis o f developing

job specification. Job specification is a written statement of qualifications that one
I

must possess to be inducted to perform specific job. “The job specification states the 

minimum acceptable qualification that the incumbent must possess to perform the job 

successfully” i

2.18.2 Job Description |  j 

Job description is an account o f activates and duties linked with a particular job

and it is prepared to identify description of contents o f the job. The term  ̂ job 

descriptions used to illustrates characteristics of job to be met out. Job description is

defined by human resources experts in large organization whereas in small 

enterprises, supervisors execute the task.
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‘‘Job description is written statement titat defines, relafionship and result expected  ̂

of any one in the job. It is an overall view of what is to b done in the job”

2.18.3 Job Analysis I  I
Management prior to human resoun:e planning ;onsiders defining what 

work is to begone and how U can be d .id e d  in to d i ^ e n t  jobs. This p ro c .s  is 

known as job design. Collecting relevant information a n f  data is called job anatys,s. 

Field, G (1994) defines job analysis as systematic and pWosefi.1 process to gather

information about work related aspects of a job. |  ^

According to Casoio, F.W. ( 1998) job analysis comprises o f job specification and

people requirement that should reflected minimally acc^table qualification for job

holders. As per view o f Decenzo, A.D (2000) job analysis provides information about

cuAent job being done and the knowledge, skills and |iU tie s  individuals need to

I i

Perform the job adequately.

si. i .  *■  ' » f ' "  ™

O . i . t  - > ■ »  ■" “ t*  • “  “  ■ “

training programs. ^

To collect data for job analysis following four techniques are |sed . ,

a. Interviews I
. i I

b. Observation

c. Questionnaires ^

d. Use ofDiaries and logs .(

2.18.4 Job Enrichment \

1 . » . » . « > » * « "  i" «  “  " " ”

„ ,i,fy  „ . .d . to,

-  J . b ^  “ “
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enrichment refers to the vertical expansions of jc js  .it in e re ies  the degree of which the

woricers controls of planning exaction and evaluation o f the work.

i k i i ‘
2.19 University Administrators |

In Pakistan the institutions awarding higher education|egrees are the universjties. ,

Universities have two types o f administrators. i

1. Academic Administrators  ̂ j
. . ■ i  ^

a. Vice Chancellors/ Presidents of the universities .
k
t

b. Deans o f Faculties |

c. Chairpersons I

2. Non Academic administrators \
i.
i

a. Registrar

b. Treasure y
<

c. Director Admissions f
I

d. Director Student’s Affairs |
s '

e. Controller o f Examinations i

f  Director Quality Enhancement Cell '

2.19.1 Deans of faculties

Deans o f faculties are the leaders o f their faculties. They'play key role in promoting 

the services of their faculties and improve the quality of education in departments under 

their faculties. Following are the key responsibilities of deans._

.  Coordination among the faculties and vice chancellor. ̂
P}

-4

.  Evaluation o f overall developmental/ faculty productivity in instruction research 

and services.

.  Developing and revising the policies for their faculty and university.
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Providing recommendations to the vice citanceilor W ard ing  university policies 

and procedures, especially in the academic area. ^

Manage the fiscal affairs o f their facu lty ., j |

Deans are responsible for promoting th .  modes o f  |s tru c tio n  and enhancl the 

quality o f research work. |  ^

Leads the process o f academic staff selection, and retention. ,
* 1.

, Leads the faculty towards achieving the university goals.

2.19.1 Chairperson of D epartm ent |

The role o f chairperson is recognized as prim ar; leadership position. In 

performing the duties o f  the position, it is assumed th a f chairper»n  will exerc.se 

considerable discretion while complying with university policies and procedure and 

operating withtn the limitation imposed by the availability 6 f  resources. While 

considerable diversity may exist in the operation o f various department .There .s a 

common core o f  duties to  be performed by chairperson. ^

i) Administrative function

The chairperson is the chief administrator o f  the d jpartm ek  and the primary

representative o f  the academic discipline to which he/she belongs. The chairperson is in 

the unique position o f  fulfilling administrative responsibilitie's assigning by the dean and 

provost, maintaining standards o f  the discipline and meeting the professional expectations 

o f the departmental faculty among the specific adm inistrkive duties, for which the

chairperson is responsible and some accountable are as follows:

a. Communicating departmental needs and desires to the dean and provost.
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b. Communicating and interpreting college and university decisions t J  the

faculty f

C. Maintaining open lines o f communication among specializations w.th.n the 

department and encouraging appropriate balance. |  |

d. Supervising the departmental budget, record keeping, and k e  re .u isitiJn  o f 

supplies, equipment; materials, and others instructi'onal needs.

e. Coordinating and supervising the departmental programmes, reviews, 

accreditations and departmental evaluations, and oAers reviews

,  Cooperating with departmental; college, s c h ^ ls ,  and others units in 

accomplishment o f their tasks.

ii) Faculty and Personnel functions

Among the duties o f  the chairperson the most important are those relating to the

faculty and personnel. The success o f the department depends upon the abilities o f the

chairperson in this regards. Among the specific tasks for which the chairperson assumes ,

i
responsibility and accountability are; . ,

a. Exercising leadership in recruiting and retaining capable faculty.

b. Evaluating faculty performance and developing procedure for assessing

faculty accomplishment. ■

e. Exercising judgment regarding the extent to which departmental members

have pursued their professional a n d  university oblip tions.

d. M aking recommendations relative to tuner, p r o m ^ n ,  reappointment, salary

adjustment and leaves o f absences. ' v

e. Facilitating and encouraging grants and contracts fi-om extramural source.,
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iii) Leadership functions ^

No one would presume in brief form to define the precise nature o f leadership. -

There are obviously different styles and techniques for carrying out the duties o f ‘ 

chairperson. However, there are a  numbers o f dfities that are‘important to the leadephip
I

ofdepartment. Som e are as follows: i |
t [ I

a. Being available to faculty staff and students.  ̂ j

b. Judging people fairly and thoughtfully.  ̂ ^

e. Initiating and sustaining action towards defmed goals and encouraging the 

imitative o f  others. ^

d. Demonstrating a commitment to excellence in te ^ h in g  and research through
ft:

continuing activity as a teachers and scholars.
i

e. Being sensitive to the needs o f faculty and students from diverse backgrounds.

f. W orking with commitment and promoting their effectiveness. ^

%
g. Engaging in consolation and particularly in decision making.

h. B eing open to fair criticism . _ r

i. Demonstrating objectivity.
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2.19.3 University Registrar |

provide quality students services which says” We care and we delivers to

students”, in the areas o f registration, tuitions, assessment a |d  academic records a^d to

ensure the confidentiality and accuracy o f the student records.| J- .

.  To coordinates the students information system, conduct preregistraton,
i>

completion, registration and drop/add. f

.  Coordinate the student information system and new students technology 

initiative for the main campus and across the university.  ̂  ̂ ?

•  Insure complain with students record policy. - ^

i ,  TO demonstrate the university’s commitment to thoughtful treatment of its 

students, past and present, through the timeliness and accuracy o f transcription system.

• Procede and mail transcripts. i

.  store and preserves academic record and inactive students folders.

'f

•  Retain copies o f the course descriptions.

3 . to insure good order and an atmosphere conducive to academic activity by 

producing timely and accurate statistics, ciass, rosters, grades, certificates and others

reports ,and by serving for academic policies: ^

.  Produce official students lists, reports, statistics.

• Publish the students directory.^

h
• Validate ID cards.

I
.  Prepare IPEDS and Core statistical reports.
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•  Certify students enrollment. |  ,

I» » f.
•  Generates'and hoc lists labels,^statistics from SIS. |

j I \
I 1

4. To produce class and examination schedules which ,as much as possible, serve the 

needs and preferences o f faculty and students and to insure that the condition o|- the 

classrooms meets the needs of quaMty instruction. To assist the facuhy in its teachmg

 ̂ . -J . ^
through the administration o f the teachers evaluation process. ^

• Prepare, publish, distributes class and examinatwn schedules

%
• Assign classrooms to all classes.

•  Reserve classroom for special meeting. . j

•  Monitor classroom conditions.  ̂ ^

.  Plan for provision o f sufficient numbers o f technology sophisticated and
i

aesthetically-pleasing general purpose classroohi.
. V

• Plan and direct classroom improvement projects.
fi

•  Administer the teacher evaluation system.

.  Plan and coordinate the schedules o f  classes to issuer that all curricular
.  4

needs are met while responding to'the preferences of faculty and students

Responsibility o f the Registrar •

The registrar’s office involve in a ll 'a sp ec ts  o fj academic life, including 

undergraduates students recruitment and marketing, admissi™, enrollment examination 

development and application o f academic policies and convocations. The office facility 

the recruitment and timely admission o f highly^ qualified undergraduate’s applications
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university’s grant claim are based. f |

The registrar is the seni<i department head responsible fbrj the ^

management of the ottice o f the registrar. These'responsib iliL  includes ̂ evelop in | and

maintaining an organizational structure that reflects the un iv isity ’s culture and supports 

its mission making the case from adequate levels of budget supports efl^ectively managing 

and controlling resources allocated to the office providing effective admimstrative 

support systems providing change management insuring f a i r U o A a n c e  evaluation and 

providing job related training and encouragement of the staff participation in personal and 

professional development on an on-gomg basis. ^ i

2.19.4 Controller of Examination

The controller o f examination is the principal officer-ln-charge o f the-conduct of

examination and tests o f the university and declaration o f their results. He discharges his 

function under the superintendence, d.rection and guidance of the board o f examinations. 

He is a full-time salaried officer of the university and works directly in the direction and ^

control o f the vice -chancellor. * j i

W ithout discrim ination of the general provisions o f sub section the controller is

responsible for making all arrangement necessary for holdin | examination and tests and

declarations of results. In general the controller o f examinations perform following duties:

.  Prepare and announce in advance the calendar o f examinations

• Arrange for printing o f questions papers ^

.  Arrange to get performance of the candidates at the examination^ and

others test 1

.  Arrange for timely publication o f results of examination and others test

i
i
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.  Postpone or cancel examination, in par orj in whole, or invents of 

malpractice or it the circumstances so w a r ra n te d  task disciplinary action 

or initiates any civil or criminal proceeding aglinst any person or grotjp of

- I ^
persons. I ’

.  TO review from time to time the results o f L v e rs ity  examination and

forwards reports thereon to academic council.

The controller shall exercise such others powers and perform such duties as may by

prescribed or assigned to him ,from time to time by the b o a r d s ^ f  examination..

t
2.20 R elated Researches ^

All (2001) conducted research study with the^lyectives (a) to review the .

needs of staff development in distance education syltem (b) to identify, the 

implementation pattern practices o f  s t a f f  development program that is currently practiced 

in the AIOU (c) to assess the facilities available for staff development in AIOU (d) to 

indentify shortcoming in the implementing pattern and practices of s t a f f  development 

programme together with possible ® u .  improvement (e) developing a mode, fo r.ta ff  

development at Allama Iqbal open university. In this research a model for staff
I

development was developed.

(2004) ™ d u c l« l .U d , wlH f c  (D »  e x - ™  f c

» in i™  w h a  » .  . « y  b .i.g  r«. fo,

. (  l « t o r  ta P i l s .1 .  (ii) to

encouragement for professional development o f teacher. ^

Khatoon (2004) conducted research study highlightinl the olyectives to analyzed, 

evaluating the jobs of heads and suggest strategies forj implementing o f training 

programmes to fulfill the needs and draw co llusions that head teachers should provided
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in-services training in the area o f planning, management, Idministration, supervision,

i  i
finance and budgeting. r i

I J  .
Khan (2005) conducted research with'these objectives'(i) to evaluates the existing

, f  . . * 
situation o f staff development in higher education in Pakistan,(ii) to investigates the

measures adopted by the government to improve the staff development in higher
I-

education.(iii) to indentify the areas in which'development in heeded by the teaching staff
'•h

of the universities (iv) to design a model for staff development in higher education in 

Pakistan. Kalley (2006) suggest that human Resources Development may be delivered by

public organization such as government, on government organization and supernatural

I
organization or Privates Corporation. |
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C H A PT E R  3t f

Research Methodology

This research study was carried out in order to invest^ate the training needs and ^

problems faced by educational administrators of un iversiti^  An effort has also been ^

made to assess their attitude towards their responsibilities* and to rfnalyze^ about the

administrative style they adopt during their services. There was a need to quantify the

results for generalizing the findings obtained from the sample to the whole poputoion.

Therefore the quantitative approach for this study was used. _

The detail o f methodology for this research is discussed in this chapter. The type

o f  study, Delimitations o f the study, population, sample^ size, sampling technique, 

research instrument, its pilot testing and procedures o f  data collection is also discussed.

3.1 Type o f Study

It is descriptive research. Survey method was used.

3.2 Target Population

Deans of faculties, heads of departments and controllers of examination o f all

public universities o f  federal area having formal system o f  education were the population 

of the study.
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Table 3.1 List of Public Universities in Federal Area J

Sr# Name O f University Deans CO E Chairperson Total
i

1
1

National Defense University, 1 2 ; 5 8

‘slamabad

National University o f  Science and 4
.'I 

2 ‘ 39 45
2 Technology, Islamabad

Quaid-i-Azam University, 4 2 24 30
3

Islamabad ■i i * ---------

Pakistan Institute o f  Development 3 2 , 4 9
4

Economics, Islamabad

National University o f Modem 6 2 33 41
5 Languages, Islamabad

Pakistan Institute o f Engineering 2 2> 8 12
6 Applied Sciences, Islamabad

7

Federal Urdu University o f Arts, 

Sciences and Technology, 

Islamabad

6 24 8 \6

8
International Islamic University, 9 2 43 54

Islamabad

Institute o f  Space Technology 0 2 6 8
9

(1ST), Islamabad

10
COMSATS Institute ot intormaiioii 

Technology, Islamabad
6̂ 2 11 19.

11 Bahria University, Islamabad 3 2 7

12 Air University, Islamabad 5 2 9 10

Total population 49 24 197 I  /u

1

3.3 Sampling Technique ^

The population o f  the study was heterogeneous therefore the process of 

stratification was done. Stratum o f  homogeneous population ^ a s  made. Then sample was 

selected by stratified sampling method. The basic reason for using stratified random

-i-
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sampling is to capture

this way increase the efficiency and accuracy

more generalize able.

key characteristics from whole population. The samples drawn m

of the findings thus fmdings may become

3.4 Sam ple Size * ,
'i

■n,ree stram were Made one o f  the deans 2 ^  for the HOD.s and third for the COE. At least 

25% o f each strata was included in sample which is according to Gay (2005) satisfactory.

The table 3.2 shows the sample size.

Table 3.2. Sam ple Size

Sr# Nam e O f U niversity Deans CO E HOD,s Total

1 National Defense University, Islamabad 0 1 0 1

2 National University o f Scienucb and 

Technology (NUST), Islamabad ,
2 1 11 14

3 Quaid-i-Azam University, Islamabad 2 ^ 2 10 14

4 Paldit^n ii^ititut^ Sf D ^ N ^ ^ e n t  

Economics, Islamabad
2  . 1 4

i-
1

5 National University o f  M odem Languages, 

Islamabad

4 2 8 14

6 Pakistan Institute o f Engineering AppUed| 

Sciences, Islamabad
0 ■■ 2 3 5

7 Federal Urdu University ot Arts, Sciences 

and Technology, Islamabad
4  ■ 2 4 10

8 International Islamic University, Islamabad 6 2 15 23

9 Institute o f  Space Technology (1ST) , 

Islamabad

0 1 ' 1 "2

10 COMSATS Institute o f  Information 

Technology, Islamabad
2 2 ' 2 6

n Bahria University, Islamabad 1 2 0 3
it
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12 Air University, Islamabad 2 2 2 .6i

13 Sample Size 25 20 60 ^ 105

In order to collect data, three questionnaires were used as an instrument.
I f i

Researcher developed three types o f  questionnaires.^ |

1. Questionnaire for Deans . J
i 1'

2. Questionnaire for Chairperson j }

3. Questionnaire for COE  ̂ j  

Each questionnaire covered the following dimensions o f  administration.
'i-r

i. Demography o f administrator * ;
% i

ii. Information about Administrative and Managerial Training ^

iii. Planning .
J * 1

iv. Staffing

v. Communication skills

vi. Decision Making
■ s

vii. Problem Solving ,

viii. Financing

ix. Appraising Monitoring and evaluating ;

X. Attitude o f Administrators During their Services

xi. Prevailing Practices o f  Administrators

3.5.1 Demographic Profiler ^

The basic information about respondents related to the research is composed of

demographic profile. In questionnaire the type o f item and item number is as follows:
% \
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Table 3.3 Demographic Information

5

Item Iterri Number

Demographic Information

Narne 1

Gender 2 .  .

Age . 3 .
Designation 1 4
Name o f  Institution  ̂ . D

: Y earo fio in ine 6

Qualifications

Academic Qualification 7 , ,
Professional Qualification 8_

Experience

Total Experience 11
Computer Literacy 16

Most o f  the items mentioned in the above table were close ended with few open

ended and a mixture o f  open ended and close ended e.g., professional qualification, age,

Name o f  institution experience were a mixture o f open and closed ended type o f  questions
i

whereas, Gender, computer literacy designation, etc. were closed ended questions and

whereas year o f  joining the present position were open ended questions because of

f
expected diversity o f  answers.  ̂ ,

3.5.2 Administrative and Managerial Training

It was expected that there may be some sort o f  training taken by the higher order 

administrators before or after joining the present position. That aspect o f  the respondents 

was covered and dealt with under Section B and as per item detail is provided in the table
I

3.4 which is as under: ^
I

Table 3.4 Information about Administrative and Managerial Training

’i

Item Item Number

Administrative Training 12
Duration o f  training 12.1
Managerial Course 13

Type o f  training/course ^ 15
Effects o f  training 14
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The items “duration o f  training” and “type o f  trmning” w e r ^ p e n  ended while all other

questions were closed ended based on five point likert scale. 4  '  |

I f- :
3.5.3 Educational administration > |

The educational administration has many dimensions i s  conceived from related '

literature. They should be trained in every dimension bu tjit was impossible ib j  the 

researcher to include the questions related to ev^ry dimension. So some very impcjtant 

dimensions o f  administration were taken. Detail o f  which is as'under; 1 ^

Table 3.6 Competency in Communication

Item s related to Communication

Effective Use of  Interpersonal Skills^ 
Effective communication
Listen and spontaneously understand the I d e ^
Feel a communication gap between me and my
subordinates/ superiors
Feel Hiffip.iiltv in expressing the opinion

Item s rela ted  to  P lanning
Item  N um ber ]

Competency in Plannmg Objectives
17.1

Competency in implementmg the Planned Instructions 17.2

Competency in Pre Planning a Task
17.3

Meet the Planned Targets Successfully
17.4 *

Item  N um ber

18.1
18.2
18.3

18.4

18.5

T able 3.7 Decision M aking

Item s related  to  Decision M aking Item  N um ber

Competency in Decision Making
19.1

t

W ork according to my own Set Priorities
19.2

Assign Tasks According to their Abilities
19.J

Consultation before making any decision
19.4

Examine all relevant information
19.5

Make decisions consistent with plans and policies
19.6

t
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Table 3.8 Problem Solving Skills ; |

•t

f

Items related to Problem Solving  ̂ *tem Number |

D iaenosing Problem s
‘ 20.1 1<

H andling Problem
20.2 1

-____________________£---------^ ------------------
Situational A nalysis

20.3 i

T hink  about all possible solution
20.4 i

C onsult w ith  team  m em bers
20.5 4

To select the best solution o f  the Problem
20.6

Table 3.9 Staffing t

Items related to Staffing
Item Number

Proper recruitm ent criteria
21.1

C om m itm ent for unbiased appointm ents
21.2

Independence in appointing and transferring staff
21.3

Table 3.10 Financing

Items related to Fmancmg
Item Number

Aw areness about financial rule
22.1

Face problem  to control budget ^
22.2

Encounter problem  in handling accounts
22.3 r

Influence o f  h igher authorities on budget
22.4

i

Table 3.11 Appraisal and Evaluating

Items related to Staffing Item Number

A ppreciate the subordinates
23.1 .

Providing feed back.
23.2 '

A s s e s s m e n t  and e v a l u a t i o n  o f  s t a t f
23.3

Realistic in w riting A CRs ^
23.4
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Table 3.12 Attitude towards subordinates

Item s rela ted  to  A ttitude
Item  N um ber |

Trv to train the subordinates

A v o i d  c r e a t i n g  c o n t l i c t s

Cooperate and encourage staff
24.J

Share the authority

Like to Delegate authority
24.5 i

welcome to the innovative ideas o f the staff
24.6

T able 3.13 Prevailing Practices

Item
Item  N um ber

Create friendly environment
25.1

Trust on subordinates
25.2

n is lik e  to make social relations *
25.:>

Rquallv treat subordinates
25.4

Use incentives to reinforce the subordinates
25.5

Want the training o f  staff to increase the proficien y 

using computer

25.6

3.6 D ata  Collection i

After pilot study questionnaire researcher administered personally to the

Population. T .e ‘researcher taken the appointm ents on te lep h o le  and visited herself, t h e

response rate was about 40% beeause o f  the unavailability o f  the adrfiinistrators.

3.7 D ata  analysis

The information obtained through questionnaire was Inalyzed by using SPSS 16.

Data was analyzed on the basis o f  frequency distribution and %age. The more frequency

and often shows that they were perfect in that area and did not
o f the responses o f always

need any training
in in . but the more frequency o f the response^ seldom , no opm.on

and
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C H A PT E R  4

Sc

%

Analysis of the Data

This study, was conducted to analyze the training needs o f  educational 

administrators at university level. The p res4 ta tion  and analysis o f  data is divided^ into

three sections.

Section A. Analysis o f  the data o f chairpersons.

Section B. Analysis o f  the data o f deans.

Section C. Analysis o f the data o f director examination/ controller examination. 

We can determine the effect o f  training on prevailing practices and also determine the
r

association between the qualification and problems faced.

Section A 
Analysis of the data of Chairpet'soji

Table 4.1 Gender

Frequency Percentage

Male 50 83

Female 10 17

Total 60 " 100

is about the gend er o f chairpersons. It shows that

were men while 20% were women. From this table we conclude that majority o f the

chairpersons were male.

Table 4.2 Age in Years

45 and 
below

46-50 51-55 56-60
Above than 

60
Total

No. o f 
responses

6 12 20 12 6 56

%age 10 20 33 20*' 10 93
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According to the table 4.2 age o f  10% chairpersons was below than 45, 20 |4  o f 

them belong to Age group 46-50, 33%were from age g roup '51-55, 20% belong to age 

group 56-60 and only 10% were from age Group above than 60. While 7% hadn t 

respond about their age. It also indicated th *  majority o f  the chairpersons belongs to age 

group 51 -55 and a m inor no o f chairpersons belong to age group 45 and below. ^

Table 4.3 Designation of Chairpersons

Sr# 1 Assistant
Professor

Associate
Professor?

Professor
Missing
Values

Total

1 Responses 5 40 7 8 60

2 Percentage 8 61 12 13 100 .

Table 4.3 provided the data about the designation o f  heads o f departments. It 

depicted that 8% respondents were assistant professors, 67% respondents were Associate

Professor and only 12% were professors. 13% respondents hadn’t written their

i
designation. i

Sr# Masters M.Phill Ph.D„
Post
Ph,D

Total

1 Responses 2 0 46 12 60

2 Percentage
It

3 0^
i

77 20 100

Table 4.3 describes the Qualifications o f  respondents.^According to the table only

2 (3% o f  the Sample) chairpersons had master’s degree and one o f  them is Associate 

Professor while the 2”‘‘ One Assistant Professor and is in charge o f  the department not 

chairperson. No_ chairperson was found with M.Phill d e g re (  The qualification o f  77%
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I

chairpersons is Pli.D while 20% were found Post Doctorate Degree. From the information
f ii {

provided in the table majority o f the chairpersons is Ph.D. J  j

Table 4.5 Experience (Years) % r

Sr#
10 and  
below

11-20 ^ 21-30'i ,31-40 T o ta l

1 Responses 6 18 24 1 12 60

2 Percentage 10 30 40 ? 20 100 ,

This table contains the information about experience o f  the chairpersons. Only 

10% chairpersons had experience less than 10 years, experience o f  30% is between (11- 

20) years, 40% had experience Between 21 to 40 years arid only 20% had experience

from 31 to 40 years. By analyzing the data o f table 4.4 we could say that majority o f  the
•r

chairpersons had experience o f 21 to 30 years. ^

Table 4.6 Administrative Training ‘ £

Sr# No Yes Missing value Total

1 Responses 40 15 5 55 f

2 Percentage 66 ' 25 f  8 91 .
. ? .

Table 4.5 provided the data about administrative training o f  chairpersons before or 

after joining the post. According to this data 66% respondents had not participated in any 

training While 25% taken administrative training. 9% o f  the sample did not respond this 

item. By utilizing the information given in the table the researcher comes to know that 

majority o f  the chairpersons hadn’t received any administrative training. 8% responses
*V'

were missing. ».
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Table 4.7 Participation in Managerial Training

Sr# No Yes
'M issing 
[ value

Total

1 Responses 42 12 f  6 1 54 1

2 Percentage 70 20 i 10 90 i ■

According to the table 70% o f  the respondents had not participated in jany

managerial course. Only 20% o f  them had managerial Gaining while 10% hadn’t

responded about managerial training. This table also show that majority o f  chairpers6ns

hadn’t participated in any managerial training course while a minor number had
. ^  f 

participated a managerial training course. i
-1 I

Table 4.8 Type o f T ra in ing  ^

Financial Strategic Corporate Not Total
Staffing Management Management Man’agement Applicable

Responses 12 5 3 ■̂ 0 n
5

40 60

Percentage . 20 8 5 i 0 67 100

Table 4 8 illustrate about the type o f  training received. It shows that 20 %
► i 

chairpersons received training o f  staffing, 8% received training’ about financial

management while 5% received training about strategic management. From this table the

researcher came to  know that most o f  the chairpersons who had received training, their

area o f training is Staffing. ^

Table 4.9 D uration  o f C ourse

N ot Few 1-3 6-9 9-12 M issing
Total

applicable days (M onths) (M onths) (M onths)
t

value

Responses 40 12 1 6 0 0
r'

2 58

Percentage 67 20 10 0 ^ 0
.4-
%

3 97
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The information about the training is provided in Table 4.8. 20% respondents 

received training consists on few days, 10% received a training having duration o f  1-3 ,
^ * - 

months while 2% hadn’t respond about the duration o f  the training. Table 4.8 shows that  ̂

the chairperson^who received training, the duration o f the most number o f  traine^w as 

few days, and duration o f  training received by minimum number was one to three months

I 1 . ■  ̂I ■
while no one had received training o f  four months or above. 3% hadn t written their

response.

Table 4.10 Effects of Training

Not

applicable

Not at 

all

Not

Clear

To some 

Extent

To Great 

Extent
Total

Responses 40 0 6 3 ' t k
11 60

Percentage 67 0 10 5 1 18 100

According to the table 4.9, 10% respondents were not clear about the affects o f  

training on their practices, 5% respondents apply the knowledge and experience o f the 

training in their practices to some extent while 18% respondents apply their lo iow led^  to
J.

great extent. From the information given in the table 4.9 researcher come to know that 

the chairpersons who had received training most o f  them apply it during their practices to 

a great extent while a very few number responds that they apply it to some extent.

Table 4.11 Computer Literacy

Sr# No Yes ^ Total

1 Responses 12 48
1
4

60

■2 Percentage 20 80 I
1

100

respondents were computer literate while 12% were not. This table reflects that most of 

the chairpersons were computer literate.
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Table 4.12 Competency in Planning

Sr# Items Always Often
X-

Seldom

i

No

Opinion
Never Total

1
Competency in 

Planning 
Objectives o f 

the department

Responses 0 12 24\
I

16. 8 60

%age 0 20 40-' i  
 ̂1

30 10 100

2
Competency in 
implementing 
the Planned 
Instructions

Responses 4 "0 48j- 8 0 60

%age 7 . 0 k 80 r
i

13 0 100

3
Competency in 
Pre Planning a

Task

Responses 8 8 19,- 4 21 60

%age 13 13 331
r.

7 34 100

4
Meet the 

Planned Targets 
Successfully

Responses 4 20 \6*
t

8 12 60

%age 7 ■33 H i
>

13 20 100

According to the table 4.12 no respondent found him ^w ays competent to pian the 

objectives, 20% often plan their objectives , 40% respondents found themselves able to
a

plan objectives seldom,27% had no opinion about planning the objectives themselves and
t- 1 

13% o f  them said that they never planned objectives themselves. This table reflects that

majority o f  the chairpersons found them competent in planning objectives for their

departments occasionally. No respondent found him always competent in planning

f
objectives for his department.

It also gave us information about the successftil implementation o f planned

instruction. Only 7% respondents always found them competent in implementing the
"fc

planned instructions, 80% respondents seldom found them ab^e to successfully implement 

the planned instructions while 13% said that they had no opinion about the said question.
#

From the above table researcher can reproduce that minimum number o f respondents'
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Found always found them competent in implementing thejplanhed instructions while
i  . ; 

maximum respondents seldom found them competem for successful implementation o f

4 I
ah-eady provided planned instructions. ) ;

4
On the third number it shows the extent levels at which the chairpersons think

i
them able to preplan about any task assigned by higher authorities. 13% respondents think 

that they were always competent, 13% also often competent, 33% seldom conipeterit, 7/o 

had no opinion while 34% found them never competent to preplan any type o f  task 

assigned by higher authorities. From the data o f  this table researcher come to know that 

majority o f the respondents never found them able to pre plan the tasks. ^

It also reflects that 7% respondents always meet their targets successfully, 33% o f  the
k

chairpersons often meet their targets successfiilly, 27% respondents seldom meet their 

targets successftilly, and 8% had no opinion about the successfiil cohgregation o f  the 

targets while 20% never achieve their targets successfully.

Table 4.13 Competency in Communication '

li.

Sr# Items Always Often
k.

Seldom
No

Opinion
Nevel* Total

1
Effective Use o f  
Interpersonal 
Skills -

Responses 4 12 24 12 8 60

%age 7, 20 40 20 13 100

2
Effective
communication

- Responses 20 4 12 04 20.. 60

%age 33 7 20 7 33 100

3

Listen and 
spontaneously 
understand the 
Ideas

Responses 19 10 ■11 15 5 60

%age 32
i

17 18 25 8 ; 100

4

communication 
gap between me 
and my 
subordinates/ 
superiors

Responses 8 20 12 16 4 60

%age 13 33 20
. .

27 7 . 100

5
Feel difficulty 
in expressing 
the opinion

Responses 5 10 11
■*

15 19 60

%age 8
s

17 ^18 25 32 ^ 100
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Table 4.13 represents the information about the competency in communication.

The item on serial number one is about the effective use o f  interpersonal skills. It
4- 1.

indicates that 7% respondents always use interpersonal skills/effectively , 20%^^ 

respondents often use interpersonal skills effectively, 40% respondents seldom use 

interpersonal skills effectively,20% had no . opinion about the effective use o f

interpersonal skiUs while 13% respondents never used interpersonal skills effectively; ^

B ^
The item on serial number the extent levels o f feelings about communication problem by

I ^
chairpersons o f the departments. »33% respondents always feel communication gap

between them and their stake holders, 7 % respondents often fee! communication gap

between them and their stake holders, 20% respondents seldom feel communication gap
t  ̂ i 

between them and their stake holders, 7% respondents had no opinion about

communication gap between them and their stake holders and 33% respondents always

feel communication gap between them and their stake holders. The item number three of

this table shows^the extent levels to which the respondent listens and understand the ideas
I

of others. From the figures o f  this item it is represented that 32% o f  the sample always 

listen and spontaneously understand the ideas, 17% o f  the sample often listen, and 

spontaneously understand the ideas, 18% o f  the sample seldom listen and spontaneously
V ̂ t

understand the ideas, 8% o f  the sample never listen and spontaneously understand the
fe -

ideas while 25% do not bother this dimension o f communication. s

The item on serial number 4 represents the measures about the extent levels to 

which the respondents feel a  communication gap with* their ̂ subordinates and superiors. 

From the data in above table it is clear that 13% o f  them always feel a  communication 

gap, 33% o f  them often feel a  communication gap, 20 % o f  them seldom feel a 

communication gap, 7% o f  them had no opinion about communication gap even it is or



‘=S
not while 7% o f  them never feel a communication gap with their subordinates^ and

i  i r
I  •superiors. ii i

•I i  , ?.
The item number five emphasis on a very important dimension o f  communication. ^

' I
It provided a very clear picture about the opinions o f  the Respondents that how much ^

S i*.

confused they were in expressing their opinion? 8% respondents were always feel no 

difficulty while expressing their opinion, 17% respondents were often fee! no difficulty
f

while expressing their opinion, 18% respondents were seldom feel difficulty while 

expressing their opinion, 25% had no opinion about it and 32% respondents never
r

problem in expressing their opinion. ^

Table 4.14 Decision M aking   ̂ ^

Sr# Items Always Often Seldom
4

No

Opinion
Never Total

1
Competency in
Decision
Making

Resp’onses 13 16 14 7 loi
-i

60

%age 21 '27 23
t

12 17 : 100

2
W ork according 
to my own Set 
Priorities

Responses 12 “ 7 20 12 9 ' 60

%age 20 13 33 20 14 100

3

Assign Tasks 
According to 
their Abilities

Responses 8, 7 h 5 15 rS 60

%age 13 12 42 8 25 ■ 100

4
Consultation 
before making 
any decision

Responses 4 '  . 11 25 14 6 60

%age 7 18 42 23 10 100

5
Examine all
relevant
information

Responses 10 14 .28 0 8 : 60

%age 17 23 47r 0 13 ’ 100

6

Make decisions 
consistent with 
plans and 
policies

Responses 13 16 14 7 10 ' 60

%age 21 27 23 12 100
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The table 4.14 provided information about the different dimensions o f decjsipn
i  !

making. The first item o f  the table reflects the information atiout competency in decision 

making. It is clear from the table that 21% respo i^erts  find tl|;m selves always competent .

in decision making, 27% respondents find thfemselves often competent in decision i
' I f  ^

making, 23% respondents find themselves seldom competent in decision making. ^12/o 

respondents do not had any idea about decision making while 17% respondents’find

themselves never competent in decision making. ■ |  ?

The second item signify the extent levels to which the respondents work according

to their own set priorities. According to the given data 18% respondents always work 

according to their own set priorities, 5% often do the tasks^according to their own set 

priorities, 47% respondents occasionally do the works according to their own set 

priorities, 23% Had no opinion to set priorities and work accordmgly while 7% clearly

%
responded that they never performed this practice. ^

The third item is about making write decisions while assigning the tasks to

subordinates. It is very important dimension o f decision making to  assign the tasks
i-

according to the capabilities o f the persons. From the above^ information it is clear that 

13% respondents always claim that they always assign 5ie tasks accordmg tô  the 

capabilities o f  subordinates, 12% often do this practice, 42% seldom do, 8% had no.idea 

o f  this dimension and 25% never bother this dimension o f decision making during Aeir
f I

practices. The item number four emphasis on consulting with all relevant people before 

making any decision. It shows that 7% respondents always consult with relevant people 

before making any decision, 18 % respondents often consult with relevant people before
I

making any decision, 42 % respondents seldom consult with relevant people before 

making any decision, 23 % do not given any opinion while they consult relevant people 

or situations before making any decision and 10% respondents never consult with
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relevant people before making any decision, After analyzing the item number 5 o f | the
. * I

table researcher come to know that 17% respondents said that they always examine all the 

relevant information before making any decision, 23% often do this practice, 47% seldom ,
i A ?\.

perform this action before making any decision, and 13 % never do this. \

The last item o f  the table is about a very important dimension o f  decision making

that is “to make decisions consistent with policies and plans\ After analyzing the jdata
I

obtained in response o f  this item it is clear that 21% respondents always take decisions  ̂

consistent with policies and plans, 27% respondents often take decisions consistent with 

policies and plans, 23% respondents seldom take decisions consistent with policies and 

plans, 12% had no opinion which indicates that a significant'number o f  chairpersons do 

not give importance to a an essential element o f  decision making which may cause wrong 

decisions or failure o f  the system while 17% respondents never take decisions consistent 

with policies and plans,
r

Table 4.15 Problem Solving ^

Sr# Items Always Often Seldom No
Opinion Never Total

1
Diagnosing Responses 4 11 25 14_ 6 60

Problems %age 7 18 42 23 10 100

Handling Responses 11 28 r 14 4 60
2 Problem %age 18 5 47-] 23 7 100

Situational Responses 8 7E 25 5 15 60
3 Analysis %age 13 12 42 8 25 .300

Think about all Responses 12 7 20 5 12 9 60
4 possible solution %age 20 13 'y 20 14 100

5 Consult with Responses 10 14 28] 0 8 60

team members %age 17 23 471 0 13 100

To select the best 
solution o f the 
Problem

Responses 13 15 14. 7 11 60
0

%age 21 27 23 12 17 100
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Table 4.15 provided the picture about the problem solving skills o f respondents. It

I
is an essential element o f the administration. Problern solving skill plays a key role for

'4

successful administration. The basic components o f problem solvmg were distmguishmg 

a problem, handling a problem, situational analysis; to think about all possible solutions,
I

consult with team members about the solutions and to select the best option. ; .
i  » <

The 1̂  ̂ item is about distinguishing a problem.’It enlightens about the extent levels of
' 1  .

distinguishing a problem. According to tlie data obtained against this item 7%
I

respondents feel them always competent in diagnosing problem, 18% respondents feel 

them often competent in diagnosing problem, 42% respondents seldom feel them 

competern in diagnosing problem, 23% had no opinion about^this facet which means they 

had no idea about diagnosing the problem and despite the fact that 10% respondents feel

them never competent in diagnosing problem. 1

The 2"̂ * item o f the table is about a very important aspect o f problem solving that 

is “to handle problem” sensibly. After analyzing the data obtained in response of this item

it is clear that 18 % respondents always handle problem sensibly, 5% respondents often
• £•

handle problem sensibly, 47% respondents seldom handle prpblem sensibly, 23% had no

opinion which indicates that a significant number o f chairpersons do not give importance

this essential element o f problem solving which may cause wrong solution or failure of

the system while 7% respondents never handle problems sensibly.

The 3rd item is about situational analysis. It enlightens about the extent levels of

situational analysis to think out the possible solutions o f a problem. According to the data
i *

obtained against this item 13% respondents feel them always competent in situational
c

analysis, 12% respondents were found them often competent^in situational analysis, 42% 

respondents seldom feel them competent in situational analysis, 8% had no opinion 

regarding to this facet which means they had no idea about situational analysis for
%
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>«

problem solving and despite the fact that 25 % respondents feel them never competent in

; i  ' " 
situational analysis. * \  \

I s
The 4th item o f  the indicates another important aspect o f  problem solving that is

]  . I
think about ail possible solutions which is after situational analysis. After analyzing the ^

data obtained in reaction o f  this item it is clear that 20% respondents always think about '
'4 i

the all possible solutions, 13% respondents often think about the all possible solutions,
% * 

33% respondents seldom think about the all possible solutions, 12% had no opinion 

which indicates that a  significant number o f respondents do not give importance to a  an 

fundamental element o f  problem solving which may guide usfow ards a wrong solution of 

the problem while 14% respondents never think about the all possible solutions before 

selecting a solution and after situational analysis.
t a

The item number five is about consulting the situations and possible solutions
i i

with other members, while selecting an appropriate solution. It is very imperative to

discuss regarding the faced circumstances and feasible ways in which we can resolve the

i \  » 
problem. From the above information it is clear that 17% respondents claim that they

always discuss , 23% often like to discuss, 47% seldom do and 13% never bother this  ̂

element o f  problem solving during their practices. ^

The last step in problem solving is to select an appropriate solution o f  the 

problem. The data o f  this item make us clear that 21% respondents said that they always ; 

choose best solution o f  the problem, 27% often choose L s t  solution, 23% seldom

successful in choosing best solution, 12% had no opinion about it and 17% feel that'.they
1

never choose best solution. i
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Table 4.16 Staffing i

%

. .  -  3

1

Sr# Items Always Often
■ - t

Seldom
1 .

No

Opinion
Never Total

t

Proper
Responses 40 15

-•5-*

l5
I

T '

0 0 1 60

1 recruitment J i

criteria %age 67 25 8

i

0 0 i 100

Commitment
Responses 46 14

1
0 0 0 ^ 60

2 for unbiased

appointments %age 77 23 i.O
I

0 0 100

Independence in 

appointing and
Responses 24 12

4
^4
+

. 1

12 8 60

3
transferring

staff
%age 40 20 7

i

20

-<

13 100

Table 4.16 is about staffing. To run the administration soundly smoothly the
I " ■

administrator should be very competent in this field. The serial number o f  the above tab\e

provided the data about describing proper recruitment criteria for new appointments. It

indicates that 67% respondents always had well set criteria for recruitments, 25%
r

respondents often had a pre described criteria for recruitment and only 8% said that they

seldom had pre determined criteria for recruitments and no response was found in favor 
i i 

o f  never following a pre described criteria for fresh appointments.

Second item was about the commitment o f chairpersons for unbiased
■4

appointments. By analyzing tlie data against this question it was noted that llVo
*?**

chairpersons were found always committed for unbiased appointments, 23% found often
if

committed towards unbiased appointments and no response was found in favor o f  never

f
showing commitment. f

f:
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The item on serial number 3'“ was 'about giving a right to the chairpersons to ^̂ 

appoint and transfer the staff independently. After analyzing the data obtained in 

response o f this item researcher come to know that 40% respondents want to be always ^ 

independent in appointing and transferring staff, 20% often want to become independent ,
4 j ■

while appointing and transferring staff, 7% seldom wants independence for appointments
f  4

and transfers, 20% had no opinion about it whereas 13% never wants to be indeperident 

for appointments and transfers. 1

Table 4.17 F inancing  ^

i

Sr# Item s Always Often
I

Seldom
No

Opinion
Never

1
Total

1

Awareness 

about financial 

rule

Responses 9 11 14
k

10 16 <■ 60

%age 15 18 - 23 17 27^ 100

2

Face problem to 

control budget

Responses 20 12 21 0 7
i

60

%age 33 20 ;35 0 12 100

3

Encounter 

problem in 

handling 

accounts

Responses 28 5 ^8
f-

9 10. 60

%age 47 8
>
■ 13 15

-i
100

4

Influence o f 

higher

authorities on 

budget

Responses 8 16 ^̂ 8 16 12 1 
e

60

%age 13 27 13
, }

. }-

27 20 j 100

The table 4.17 is about financing. Proper utilization and ■allocation o f funds is an art.

In table 4.17 the is about important aspects o f  financing. The 1'̂  portion o f  the table

provided data about the awareness o f financing rules. 15 b% respondents said that they

were ever aware o f  financing rules, 18% often had aw areness\bout financing rules, 23% ;

respondents seldom had awareness about financing rules, and 17% had no opinion about
f
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the awareness o f financing rules while 27% respondents claimed that they never, had
t  i 

awareness about financial rules. 1 \ >
^ ' • n- ’The second item was about the trouble faced by administrators in controlling
V ^

budget. It is a cumbersome'task to control budget and it requires a lot of competency.
i i * 

33% respondents always feel problem in ^controlling ^budget, 20% found ^ften

troublesome to control budget, 35% seldom feel difficulty in controlling budget and ;12%
I I

said that they had no problem to control budget. [ ; •

The third item is about encountering the problem’ in handling accounts. By 

analyzing the data in serial number 3 researcher come to know that 47% respondents 

always encounter problem in handling accounts, 8% respondents often encounter problem

in handling accounts, 13% respondents seldom encounter problem in handling accojints,
f j 

15% respondents hadn’t any opinion about handling accounts and 17% never feel

i
difficulty in handling accounts. It means that 17% respondents fee! them competent m

handling'accounts. ^ I

The fourth item describes the extent level to which higher authorities influence the
r i

budget. The analysis o f obtained data shows that 13% respondents always found the
* 4

influence o f higher authorities on allocation and utilization o f  budget, 27% often feel this 

influence, 13% seldom feel the influence o f higher authorities on budget, 27% hadn’t 

shown their opinion against this question whereas 20% respondent claimed that they were 

always independent and never feel influence o f higher authorities on budget.
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Table 4.18 appraisal and Evaluating

Sr# Items Always Often
•3.

Seldom
No

Opinion
Never

I
i-

Total

1

Appreciate the 

subordinates

Responses 8, 0 32
1

8 12 i 60

%age 13 0 531
13 20^ 100

2

Provide feed 

back

Responses 0 4 48 8 0 60

%age 0 7 80 13 0 ‘ 100

3

Assessment and 

evaluation of

staff

Responses 4 "l2
i-.
24
it

12 8 ^ 60

%age 1 20 40
j

20 13 * 100

4

Realistic' in 

writing ACRs
Responses 21 12

^ .

11 9 i 60

%age 35 20 12
1

18 15
i

100

Table 4.18 is about another aspect o f administration that is Appraisal and ,
f

evaluation. The 1"̂  item o f the table 4.18 depicted the information about appreciating the .
i

subordinates for showing better performance. AftW analysis o f the data against this item it
I  ; ■

is clear that only 13% respondents always appreciate their subordinates for their better
s. .

performance, 0% percent respondents often appreciate their subordinates for their better 

performance which means against this level no response was found, 32% percent 

respondents seldom appreciate their subordinates for their better performance, 13% had 

no opinion about this item and 20% percent respondents never appreciate their

subordinates for their better perforrhance. . |  ^

The forth item was about the assessment and evaluation o f the subordinates. This
i

item is a key aspect o f staffing because if a chairperson was iwt competent in this area he ' 

will not be able to encourage competent members and discourage silly persons. While
*
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examining the data in response o f this item the researcher come to know that: 7%
-4
A s ’ «

respondents always assess and evaluate their subordinates proficiently, 20% respoiidents » 

often assess evaluate their staff properly, 40% respondents think that they were seldom  ̂

able to assess and evaluate their subordinates, 20% had no opinion about the assessment t 

and evaluation o f the staff and 13% respondents never assess and evaluate^ the

^ L  i
subordinates. For smooth functioning o f the department it was necessary to provideI ■ ^ ■■■

feedback by the chairpersons. Analysis o f the obtained data_ shows that no respondent

always like to provide feedback to their subordinates, 7% res J n d e n t often like to provide

feedback to their subordinates, 80% respoiidents seldom like to provide feedback to their
1

subordinates, 13% respondent had no opinion about providing feedback, and no

I
response was found against never providing feedback which means no one committed 

that he never provide feedback. |  ^

After analyzing the data in response o f 4^ item researcher come to know that 35% 

respondents always use to write annual confidential reports realistically,'20% respondents 

often use to write annual confidential reports realistically, 12% respondents always use to

write annual confidential reports realistically, 18% shown no opinion about it whereas
I, ^

15% respondents always use to write annual confidential reports realisticaUy.
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Table 4.19 Attitude towards subordinates

%

Sr# items Always Often Seldom
No

Opinion
Never Totali

• i

1
Avoid creating Responses 8 16 8 t

t
16 12 I 60 1

conflicts %age 13 27 13 |
Ai

27 20 ! 100,

2

Training o f the 
subordinates for 
their
professional
development

Responses 4 20 8 I
i
s'

4 24  ̂ 60

%age 7 33 13f 7 40 100

3
Cooperate and Responses 6 4 8 | 30 12 60

encourage staff %age 10 7 13'I
*

50 20 m

4
Share the Responses 9 7

*
8 24 ■ 60

authority %age 15 12 20 -.f.
]

13 40 , 100

Like to

Delegate

authority

Responses 0 15 24 1
I

4 17 . 60

%age 0 26 40k
1

7 27 100
V.

6

welcome to the 

innovative ideas
Responses 11 5

p1
7 21 60

of the staff %age 18 ■8 271 
i

12 35 100

The table 4.19 was about the attitude of administrators with their staff.. For
f

increasing the efficiency level o f the department and to provide best services, the
f

performance o f subordinates play a pivotal rote and it may be increased by the heads by

training, avoiding to create conflicts, cooperating and encouraging, sharing the authority,

delegating the authority, greeting their innovative ideas. The first item o f the table was ,

about training o f the subordinates for their professional development. 7% respondents '

claimed that they always try to groom their subordinates, 33% respondents claimed that
i

they often try to groom their subordinates, 13% respondents claimed that they seldom try
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to groom their subordinates, 7 % respondents had no opinioh’aboiit i t , 40% respondents
# 1

never tried to groom their subordinates. |  \

t o  avoid creating conflicts among subordinates was also the responsibility of  ̂

chairpersons for achieving better services. From the data o f third item it was apparent that 

13% respondents always try to avoid creating conflicts, respondents often t ^  to

avoid creating conflicts, 13% respondents seldom try to avoid^'creating conflicts, 13% had
4 I

no opinion about creating conflicts among subordinates, and>20% respondents never try

to avoid creating conflicts.  ̂ , |

Fourth item shows the extent levels of cooperating and encouraging staff for their

E ^
better performance. 10% respondents always cooperate and encourage their staff for 

increasing their efficiency level, 7% respondents often cooperate and encourage their staff 

for increasing their efficiency level, 13% respondents often cooperate and encourage their  ̂

staff for increasing their efficiency level, 50% had no opinion cooperate and encourage 

their staff for increasing their efficiency level,> 20% respondents never cooperate and 

encourage their staff for increasing their efficiency level. 15% respondents always share ’

authority with their subordinates, 12% respondents often Jshare authority with their
? - I -

subordinates, 20% respondents seldom share authority with their subordinates, 13% had
r
is

no opinion about sharing authority which means they don’t^bother this dimension and 

40% respondents never share authority with their subordinate^

In response of delegating authority the analysis o f data against it reveals that no

respondents like to delegate authority with their subordinates, 26% respondents often like
? . . .  ^ . 

to delegate authority with their subordinates, 40% respondents seldom like to delegate
tf ‘ 

authority with their subordinates, 7% respondents had no opinion to delegate authority
V '

with their subordinates, while 27% respondents never like to delegate authority with their 

subordinates. To provide the services in modem way there should be creativity in all.staff,
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m em bers and it will be polished w hen chairpCTSons will w elcom e to  their m novative i

I ^
ideas. The analysis o f tlie data against this item depicted that 18% respondents always

I i

welcome to the innovative ideas of the staff, 8% respondents often welcome to the 

innovative ideas o f the staff, 27% respondents seldom welcome to the innovative ideas of ;

. . I   ̂ i i
the staff, 12% respondents had no opinion about it whereas 35% respondents never ^

t
welcome to the innovative ideas of the staff. |

a
Table 4.20 Prevailing Practices |

I  ̂ ^

Sr# Items Always Often
-i

Seldom
i-.I

No

Opinion

9
Neverr Total

1
Create friendly 
environment

Responses .
8 14 M2 18 8 L 60

%age 13 23 20 30 13 . 100

2
Trust on 
subordinates

Responses 8 5 ^8 9 lO i 60

%age 13 8 47 15 17; 100

3
Dislike to make 
social relations

Responses 8 16 8̂ 16 12 ■ 60

%age 13 27 13 27 20 ; 100

4
Equally ' treat 
subordinates

Responses 11 5 28 9 7 60

%age 18 8 ^47 15 12, 100

5
Use incentives 
to reinforce .the 
subordinates

Responses 0 10 20 22 8 ; 60

%age 0 17 ■33 37 13 100

6

Want the 
training o f staff 
to increase the 
proficiency of 
using computer

Responses 8 14
' t

12
f

18 8 60

%age 13 23 20 30 13 100

administrators. The first item was about the environment o f the departments. Analysis of
I i

the data against the item friendly environment shows that 13% respondents always try to 

create friendly environment. in their departments, 23% respondents often try to create 

friendly environment in their departments, 20% respondents seldom try to create friendly 

environment in their departments, 30% respondents had no opinion about creating
■ %
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friendly environment and 13% respondents never try to create friendly environment in 

their departments. Second point was about trusting on subordinates. Analysis o f  second ^
-i-' I f ‘ ’

item shows that 13% respondents always trust on their subordinates, 8% respondents
i  I

often trust on their subordinates, 47% respondents seldom |trust on their subordinates,

15% had no opinion about this item, 17% respondents never |u s t  on their subordinates. >■

1 . ' 
Third item was about disliking or liking about making social relations. iThe

I * • i

analysis o f available data shows that illustrate that 13% respondents always dislike to 

make social relations with their subordinates, 27% respondents often dislike to make 

social relations with their subordinates, 13% respondents seMom dislike to make social 

relations with their subordinates, 27% respondents had no opinion about making social

i  . . J-
relations with their subordinates, 20% respondents never dishke to make social relations

i  "
with their subordinates. It was the demand o f all subordinates that their chairperson 

should treat them equally. By analyzing the responses against this item researcher come
} '' 

to know that 18% respondents always equally treat their subordinates, 8% respondents
' t

often equally treat their subordinates, 47% respondents seldom equally treat their 

subordinates 15% had no opinion in this regard and 12% respondents equally treat their
I
I I

subordinates. |  %

By using incentives we can reinforce the subordinates and make their services
S ■

more and more proficient. Due to the most important aspect for provision o f best services
f »
'f

from the subordinates it was also included in questionnaire.^ And when responses were
L j

analyzed researcher come to know that no chairperson respond against the ahyays > 

provision o f incentives for better performance, 17% respondents often use incentives for 

better performance, 33% seldom do this practice,J37% hadn’tjshown any opinion whereas 

13% respondents often use incentives for better performance.J
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Analysis o f the data of Controllers

Table 4.21 Genlder

Frequency Peircentage

Male 18̂ t  80 'A
Female 2 1
Total 20 |1 0 0

Table 4.21 was about the gender o f chairpersons. It sh\)ws that 80% controllers of 

examination male were while 20% were female. From this table we conclude that

majority o f the controllers was male. [ |

)  4
Table 4.22 Age in Years I

45 and 

below
46-50 51-55 56-60 1

Above 

than 60
Total

No. of 
responses 3 5 6 2 20^

%age 15 25 30 20 1 
3

10 100

According to the table 4.22 age o f 10% chairpersons was below than 45, 20% of
V

them belong to Age group 46-50, 33% were from age group 51-55, 20% belong to age

group 56-60 and only 10% were from age Group above than 60. While 7% hadn’t

respond about their age. It also indicates that majority o f  the-chairpersons belongs to age

group51-55 and a m inorno o f chairpersons belong to age group 45 and below.
I  ̂ '

Table 4.23 Designation ^

Additional Deputy
Controller/ Controller/ Controller/

Sr# Additional director Deputy Total
director examination E director -

examination F examination
Responses 4 7 i 9r 60

2 Percentage 20 35 j 45 100
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that 8% respondents were assistant professors. 67% respondents were Associate Professor

i , , I  ?
and only 12% were professors. 13% respondents hadn’t written their designation. [

Table 4.23 provided the data about the designation o f heads,of departments. It depicted

Table 4.24 Qualifications

5^

Sr# Masters M.PhiII
3

Ph.if)
Post

Ph.D

a
Total

1 Responses 15 1 4 i
4

0 20

2 Percentage 75 5 20
i

0 100

Table 4.24 describes the Qualifications o f respondents. According to the toble 

only 2 (3% of the Sample) chairpersons had master’s de^ee and one of them,was 

Associate Professor while the 2"̂  ̂ One Assistant Professor.^and was in charge o f the
I

department not chairperson. No chairperson was found with M.Phill degree. The

qualification o f 77% chairpersons was Ph.D while 20% were found Post Doctorate

 ̂ . 1  . ' 
Degree. From the information provided in the table majortty o f the chairpersonsj was

:| * 
Ph.D. I

f 1 
Table 4.25 Experience (Years) I

Sr#
10 and . 

below
11-20

1
21-30

$
31-40 Total

1 Responses 0 04 3 20
t-

2 Percentage 0 20 65!
f

12 100
S'

This table contains the information about experience^of the chairpersons. Only 

10% chairpersons Had experience less than 10 years, experience o f 30% was between 

(11-20) years, 40% had experience Between 21 to 40 years arid only 20% had experience
V  1

from 31 to 40 years . By analyzing the data o f table 4.4 wejcan say that majority o f the 

chairpersons had experience o f 21 to 30 years. |
•%
1 ^
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Table 4.26 Administrative Training

Sr# No Yes 1 Total •I
I

1 Responses 15  ̂ '  1
20

1
2 Percentage 75 25 ? 100 V,

j

Table 4.26 provided the data about administrative traming o f chairpersons before

IF' • • •or after joining the post. According to this data, 66% respondent had not participated m
' i  I ^

any training while 25% talcen administrative training. By utilizing the information given

in the table the researchers come to know that majority o f chairpersons hadn’t received ^
!  ̂

any administrative training.  ̂ |

Table 4.27 Participation in Managerial Course |

Sr# No Yes
■ Missingr,

value
i

Total

1 Responses 11 4 . 5 20

2 Percentage 55 ; 20 25 100 :

According to the table 70% of the respondents had not participated in 'any

managerial course. Only 20% of had managerial training while 10% hadn’t respond about
I  ; ^

managerial training. This table also show that majority o f chairpersons hadn’t
t

participated in any managerial training course while a minor number had participated a

managerial training course. 10% hadn’t respond against this item
•i

Table 4.28 Type of Training ^

Staffmg
Financial

Management

Strategic
Managemen

t

Corporate 
Manageme 

f; nt

Not
Applicable Total

Responses 0 2 • 2 1 ^.. -i*
11 20

Percentage ■ 0 10 10 1 0 55 100

Table 4.28 illustrate about the type o f training rec|ived. It shows that 20 %

chairpersons received training of staffing,- 8% received_ training about fiiiancial

management while 5% received training about strategic management. From this table the
 ̂ I

i  ' ;
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researcher comes to know that most of the chairpersons whojhad received training, their 

area o f training was Staffing. 1 I

Table 4.29 Duration of Course I I

Not

applicable

Few

days

1-3

(Months)

6-9

(Months)

, 9-12 

(Months)

Missing

value
Total

Responses 12 4 0 0 0 4 20

Percentage 60 20 0 0 0 20 100

The information about the training was provided in Table 4.29. 20% respondents
'J.

received training consists on few days, 10% received a training having duration o f 1.-3 

months while 2% hadn’t respond about the duration of the training. TaSle 4.8 shows that 

the chairpersons^ who received training, the duration of the most number o f trainee was
%

few days, and duration o f training received by minimum number was one to three months 

while no one had received training o f four months or above. 3% hadn’t written their

response.

Table 4.30 Effects of Training

Not

applicable
Not at all

Not

Clear

To some 

Extent

To Great 

Extent
Total

Responses 12 0 2 3 | 3 20

Percentage 60 0 10 15i
*

15 100

According to the table 4.30, 10% respondents were not clear about the affects of
i

training on their practices, 5% respondents apply the knowledge and experience of the

training in their practices to some extent while 18% respondents apply their knowledge to
I

great extent. From the information given in the table 4.9 researcher come to know that

f I . . . .
the chairpersons who had received training most o f them apply it during their practices to

i*
a great extent while a very few number responds that they apply it to some extent.
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Table 4.31 Com puter Literacy

Sr# No 1 Y es|. Total

1 Responses 2 18 1i
20

2 Percentage 10 90 :f 100

Table ’4.31 describes the infomiation about thê  ̂ computer literacy. 48% ,

respondents were computer literate while 12% were not. This table reflects that most of
i.

the chairpersons were computer literate. j 4

Table 4.32 Competency in Planning 1

Sr

#
Items

Response

/ %  age
Always Often Seldom

\

No

Opinion
Never Total

1

Competency 

in Planning 

Objectives

Responses 4 5 2 5 20

%age 20 25 20 1
.. #

10 25 100

2-

Competency
in

implementing 
the Planned 
Instructions

Responses 3 5 2 1 6 4 20

%age 15 25 10 1
• -i

30 20 100

3

Competency 
in Pre 

Planning a
Task

Responses 4 3 6 ^
. r

2 5 20

%age 20 15 30 1 10 25 100

4
Meet the 
Planned 
Targets 

Successfully

Responses 6 2
$

f
5 4 : 20

%age 30 10 15 t 25 20 : 100

According to the table 4.32, 20% respondent found them always competent to
‘ f

plan the objectives, 25% often plan their objectives proficiently, 20% respondents found

themselves able to plan objectives seldom, 10% had no opinion about planning the

objectives themselves and 25% of them said that they never planned objectives
i

themselves. This table reflects that majority o f the chairpersons found them competent in
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planning objectives for their departments occasionally. No respondent found him always ^
i. ^, 4: . j

competent in planning objectives for his department. |; f
' I- ; "

It also gives us information about the; successful implementation o f planned
3  ^ I . !  . i

instruction. Only 15% respondents always found them competent in implementmg the

i  ' 
planned instructions, 25% respondents often found them able to successftilly implement

I   ̂ I
the planned instructions 10% respondents seldom foundtthem able to successfully'^

implement the plaimed instructions while 30% said that they had no opinion about the
1 i

said question.20% respondents never found them able to successfully implement the
g I  ̂ . j

planned instructions From the above table researcher can reproduce that minimum ■

number o f respondents always found themselves competent in implementing the planned

instructions while maximum respondents seldom found them competent for successful

implementation of already provided planned instructions. I ^

On the third number it shows the extent levels at which the administrators of

examination department think them able to preplan about any task assigned by higher ,

authorities. 20% respondents think that they were always competent, 15% also often
( * 

competent, 30% seldom competent, 10% had no opinion while 25% found them ijever
I i 1

competent to preplan any type o f task assigned by higher authorities. From the data of
4 i

this table researcher come to know that rnajority o f the responderits never found them able
1 !I

to pre plan the tasks. 4-

It also reflects that 30% respondents always meet their targets successfully, 10%
' i' 

o f the chairpersons often meet their targets successfially, 15% respondents seldom meet

their targets successfully, 25% had no opinion about the successful congregation o f the

i ! i . 
targets while 20% never achieve their targets successftilly. i

1

-I ■ t

I
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Table 4.33 Competency in Communication

Sr

#
Items

Response

/ %  age
Always Often

I

Seldom
5no
t

Opinion
t

Never
J'

Missmg
value

Total

1

Effective 
Use of 

Interperson
al Skills ■

Responses
2 5 4 1 1 J 5 -j 20

%age 10 25 20 | 5 15 25 -I 
t

100

2
Effective

communica
tion

Responses J 4 6 4 0 ] 20

%age 15 20 30 f l 5 20 0 ^ 100

3

Listen and 
spontaneou 

sly 
understand 
the Ideas

Responses 5 'y
J 4

1 ̂ 1 2 20

%age 25 15 f 20 ■ |2 5 5 10 100

4

Feel a 
communica 

tion gap 
between 

me and my 
subordinate 
s/ superiors

Responses 5 4

g1
2 ->J

?
20

%age 25 5 20

A

I 25 10 15 ■i 100

5

Feel 
difficulty ' 

in
expressing 
the opinion

Responses
2

J '  5 V J 0 1 20

Percentag
e

10 15 25 |3 5 15 0 J
t

100

Table 4.33 represents the information about the competency in communication.
j- , -fe 

The item on serial number one was about the effective use o f interpersonal skills. It

indicates that 10% respondents always use interpersonal skills effectively, ^25%
1

respondents often use interpersonal skills effectively, 20% respondents seldom use 

interpersonal skills effectively, and 5 % had no opinion about the effective use of 

interpersonal skills while 15% respondents never used interpersonal skills effectively.^

The item on serial number the extent levels of feelings about communication

problem by chairpersons o f the departments. 15% ; respondents always * fee!
4

communication gap between them and their stake holders, 20 % respondents often feel
5

communication gap between them and their stake holders, 30% respondents seldom^ feel

f' J ^
communication gap between them and their stake holders; 15% respondents had no

i. 1
I c f
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■i
opinion about communication gap between them and the îr stake holders and 20% 

respondents always feel communication gap between them and their stake holders.jThe 

item number three o f this table shows the extent levels to which the respondent listens  ̂

and understand the ideas o f others. From the figures of this item it was representec| that
j  ?

25% of the sample always listen and spontaneously understand the ideas, 15% o f the
4  I

sample often listen and spontaneously understand the ideas, j20% of the sample se|dom

listen and spontaneously understand the ideas/ 25% o f tife sample never listen and 

spontaneously understand the ideas while 5% do not bother this dimension of

communication. |  ’

The item on serial number 4 represents the measures about the extent levejs to ^

which the respondents feel a communication gap with their^subordmates and superiors. 

From the data in above table it was clear that 25% of them always feel a communication
j  y

gap, 5% of them often feel a communication gap, 20 % of them seldom feel a

communication gap, 25% of them had no opinion about communication gap even it was
* I

or not while 10% of them never feel a communication gap with their subordinates and
I f■**

superiors. { |

The item five emphasis on a very important dimension o f communication. It
t  I

provided a very clear picture about the opinions o f the 'respondents that how much 

confused they were in expressing their opinion. 10% respondents were always feel no
^  . J

difficulty while expressing their opinion, 15% respondents-are often feel no difficulty

while expressing their opinion, 25% respondents were seldom feel difficulty vvhile
t i 

expressing their opinion, 35% had no opinion about it and 15% respondents feetthat

they were never confident while expressing their opinion. |
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Table 4.34 Decision Making

Sr

#
Items

Response

/ % age
Always Often Seldom

No

Opinion
Never i Total

I \

1
Competency 
in Decision 

Making

Response 2  ̂ 5 ' 4 . I
- . V

3 [ 20 
y

%age 10 25 20 ; 5 15 I 100

2
Work 

according to 
my own Set 

Priorities

Response 3 4
i

6 3 4 1 2 0 1.

%age 15 20 30 , 15 20 . 100

3

Assign 
Tasks 

According 
to their 

Abilities

Response 5 3 4 ; 5
t

%age 25 * 15 20 f 25 5 I 100

4

Consultation
before
making any 
decision

Response 5 i  1- 4 5 2 ; 2 0

%age 25 5 20 25 10 ; ^ 0 0

5

Examine all
relevant
information

Response 2 3 5 ^ 7 3 , 2 0

%age 10 15 25 ^ 35 !5 i 100

6

Make 
decisions 
consistent 
with plans 
and policies

Response 2 4^ 5 i 5 4 i  2 0

%age 10 20 25 I 25 20  ̂ 1 0 0

■9 ^
The table 4.34 provided information about the different dimensions o f decision

making. The first item o f the table reflects the information about competency in decision
6*

making. It was clear from the table that . 10% respondents find themselves always
4 ‘

competent in decision making, 25% respondents find themselves often competent in 

decision making, 20% respondents find themselves seldom competent in decision 

making, 5% respondents do not had any idea about decision making while 15% 

respondents find themselves never competent in decision making.
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The second item signify that to how much extent the respondents work accordmg 

to his own set priorities. According to tlie information available in item 2 o f tlie aj^ove 

table 15% respondents alWays work according to their own s |  priorities, 20% often work 

according to their own set priorities, 30% respofidents seld|m  work according to their 

own set priorities, 15% had no opinion about it while 20% respondents never work
s  *

according to their own set priorities. The tMrd item was afout making write deci|iohs ’

while assigning the tasks to subordinates. It was very important diifiension of decision
i ' 

making to assign the tasks according to the capabilities o f the persons. From the above

information it was clear that 25% respondents always claim |hat they always assign the

tasks according to the capabilities o f subordinates, 15% often do this practice, 20%
* * j . ̂  

seldom do, 25% had no idea o f this dimension and 5% never bother this dimension of
*  ̂ * f 9i

decision mailing during their practices. n

The item number four emphasis on consulting with^all relevant people before

C making any decision. It shows that 25% respondents always consult with relevant people

before making any decision, 5 % respondents often consult^with relevant people before

making any decision, 20 % respondents seldom consult with relevant people before

making any decision, 25 % do not given any opinion while they consult relevant people

or situations before making any decision and 10% respondents never consult with
i  i'

relevant people before making any decision. i  ,

After analyzing the item number 5 o f the table re&archer come to know that 

10% respondents said that they always examine all the'relevant information before 

making any decision, 15% often do this practice, 25% seldom perform this action before 

making any decision, 35 had no opinion about it and 15 % never do this.
% •

The last item o f the table was about a very important dimension o f decision
 ̂ > . 

making that wa§ “to make decisions consistent with policies and plans. After analyzmg
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the data obtained in response o f this iteiti it was clear that 10% respondents always^take -

i  *
4 - A. .

decisions consistent with policies and plans, 20% respondents often take decisions ‘ ^

consistent with policies and plans, 25% respondents seldom take decisions consistent with 1

policies and plans, 25% had no opinion which indicates -that a significant number o f J ^

chairpersons do “not give importance to a an essential element o f decision making which ^

may cause wrong decisions or failure o f the system while 20% respondents never ̂ take

decisions consistent with policies and plans. J I
I  1

Table 4.35 Problem Solving I 1

Sr

#
Items

Responses
Always Often Seldom

No

Opinion

A

Never; Total

%ages

1 Diagnosing
Problems

Responses 3^ D 1 5 I ^ 20

%ages 15 25 3 0 1 25 5 ' 100

2 Handling
Problem

Responses 2 4
*

4 5 ; 20

%ages 10 20 2 5 /
r.

20 25 VI 100 4

3 Situational
Analysis

Responses 3 2 4 i 6 3 . 20

%ages 15 10 20 t 30 15 : 100

4

Think 
about all 
possible 
solution

Response 4 5 3 l
4

7  ' 20

%ages 20 25 I 5 l 5- 3 5 100

5
Consult' 

with team 
members

Responses 3 5 6 1 5 20 .
■4

%ages 15 25 30* 25 100

6

To select 
the best 

solution of 
the 

Problem

Responses 2 4 5 1
A

4 5  1 20

%ages 10 20 25 t 20 25 100

Table 4.35 provided the picture about the problem solving skills o f respondents. It
4

was an essential element o f the administration. Problem solving skill plays a key role for  ̂

successful administration. The basic components o f problemsolving were distinguishing

81 r



V.

^ J
a problem, handling a problem, situational analysis, to think about all possible solutions, *

4-

Consult with team members about the solutions and to select the best option.

The 1̂* item was about distinguishing a problem. It.'enlightens about the extent *

I ■ - i !
levels o f distinguishing a problem. According to the data obtained against this item'U5% 4

f   ̂ }■ 
respondents feel them always competent in diagnosing problem, 25% respondents' feel t

I ■
them often competent in diagnosing problem, 30% respondents seldom feel them 

competent in diagnosing problem, 25% had no opinion about this facet which means they 

had no idea about diagnosing the problem and despite the fact that 5% respondents feel
?

them never competent in diagnosing problem. |  !

The 2"  ̂ item of the table was about a very important aspect o f problem solving
i

that was “to handle problem” sensibly. After analyzing the data obtained in response of
f j 
i

this item it was clear that 10 % respondents always handle problem sensibly, 20%
f  '

respondents often handle problem sensibly, 25% respondents seldom handle problem
'I 

Ŝ

r* sensibly, 20% had no opinion which indicates that a significant number o f chairpersons

do not give importance this essential element o f problem solving which may cause wrong 

solution or failure of the system while 25% respondents never handle problems sensibly.

I  ■The 3rd item was about situational analysis. It enlightens^about the extent levels of

situational analysis to think out the possible solutions o f a problem. According to the datai I
obtained against this item 15% respondents feel them always competent in situational

■i‘ ' -
♦

analysis, 10% respondents were found them often competent iin situational analysis, 20%

respondents seldom feel them competent in situational analysis, 30% had no opinion 

regarding to this facet which means they had- no idea about situational analysis for 
^ ^ j 

problem solving and despite the fact that 15 % respondents feel them never competent in
1

situational analysis. i

%
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The 4* item indicates another important aspect of problem solving that was about ,
1- ’■ *

5 i

all possible solutions which were after situational analysis^ After analyzing the idata  ̂ J 

obtained in reaction of this item it was clear that 20% respondents always think aboi^ the j V 

all possible solutions, 25% respondents often think about the all possible solutions, jl 5% j 

respondents seldom think about the all possible solutions, ?5% had no opinion v^hich 

indicates that a significant number o f respondents do not give importance to a an 

fundamental element o f problem solving which may guide us!owards a wrong solution o f ’ 

the problem while 35% respondents never think about the all possible solutions before

selecting a solution and after situational analysis. |
 ̂ t. i 

The item number five was about consulting the situations and possible solutions
' f

with other members, while selecting an appropriate solutioif. It was very imperative to 

discuss regarding the faced circumstances and feasible ways m which we can resolve the 

problem. Froin the above information it was clear that 15% respondents claim that|they 

always discuss, 25% often like to discuss, 30% seldom do, 25% had no opinion about it

whereas 5% never bother this element o f problem solving during their practices. The last
i

step in problem solving was to selectman appropriate solution, o f the problem. The data of
t  . . 

this item make us clear that 10% respondents said that they always choose best solution

of the problem, 20% often choose best solution, 25% seldom^successful in choosing^best
3 -  -i

solution, 20% had no opinion about it and 25% feel that they never choose best solution.

I
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fa b le  4.36 StafTmg

Sr
# Items

Response

% ag es
Always Often Seldom Sno

Opmion
Never

Missing
value' Total

i A-

1
Proper . 

recruitment 
criteria

Response 8 6 0 .1 2 t
0 4 !

%

i
20 j
t . -■

%ages 40 30 0 j i o 0 20 i 100

2

Commitme 
nt for 

unbiased 
appointmen

ts

Response 7 6 5 f o 0 2 i
-f

20,

%ages 35 30 25 . | o 0 10 1 100

3

Independen 
ce in 

appointing 
and 

transferring 
staff

Response 3 2 4 | 6 3 2 1 20.

%ages 15 10 20
i
|30
i
K

15
i

10 I% 100

Table 4.16 was about staffing. To run the administration soundly smoothly the  ̂

administrator should be very competent in this field. The serial number of the above table * 

provided the data about describing proper recruitment criteria for new appointments. It 

indicates that 40% respondents always had well set criteria for recruitments, 30% | 

respondents often had a pre described criteria for recruitment and only 10% said that they ] 

seldom had pre determined criteria for recruitments and no response was found in favor 

o f never following a pre described criteria for fresh appointments. ^

Second item was about the commitment o f respondents for unbiased 

appointments. By analyzing the data against this question it was noted that 35% 

respondents were found always committed for unbiased appointments, 30% found often 

committed towards unbiased appointments, 25% found seldom committed towards 

unbiased appointments and no response was found in | favor o f never showing

commitment. j  i
The item on serial number 3'"* was about getting a right to appoint and transfer the

i '  ̂
staff independently. After analyzing the data obtained in response o f this item researcher

come to know that 15% respondents want to be always independent in appointing and

transferring staff, 10% often want to become independent while appointing; and

transferring staff, 20% seldom wants independence for appointments and transfers, 30%

had no opinion about it whereas 15% never wants to be independent for appointments and

transfers. i

'  1
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Table 4.37 Financing

Sr# Items
Response Always Often

t
Seldom

i

No
Opinion

N ever! Total
%ages

1
Awareness 

about 
financial rule

Responses 5 3 4 ] 5 1 r 20 ^

%age‘s 25 ' 15 2ot
i

25 5 1 100 -

2
Face problem 

to control 
budget

Responses 5 1 4 1 6 4 •̂i 20 ’

%ages 25 5 20{ 30 20 ^ 100

3

Encounter 
problem in 
handling 
accounts

Responses 2 3 7 3 ^ 20

%ages 10 .15 251 35 15 100

4

Influence o f 
higher 

authorities on 
budget

Responses 5 2 4 3 20

%ages 25 10 30 |
♦

20 15 100

■5' f
The table 4.37 was about financing. Proper utilization^and allocation of funds^was 

an art. In table 4.37 was about important aspects o f financing! The 1'' portion o f the mble
i J

provided data about the awareness o f financing rules. 25 b% respondents said that they

were ever aware o f financing rules, 15% often had awareness^about financing rules, 20% *
4  * i

respondents seldom had awareness about financing rules, and 25% had no opinion about 

the awareness o f financing rules while 5% respondents claimed that they never had ^

awareness about financial rules. |

The second item was about the trouble faced by administrators in controlling ^
I ; ■

budget. It was a cumbersome task to control budget and it requires a lot o f competency.

25% respondents always feel problem in controllings budget, 5% found often
1 -t  

troublesome to control budget, 20% seldom feel difficulty in controlling budget and 20%

said that they had no problem to control budget whereas 30% had no opinion about it.

The third item was about encountering the problem in handling accounts. By

analyzmg the data in serial number 3 researcher come to know that 10% respondents

always encounter problem in handling accounts, 15% respondents often encounter

I f
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■ I . L ^
problem in handling accounts, 25% respondents seldom encounter problem in handling ^

f   ̂ ,
accounts, 35% respondents hadn’t any opinion about handling accounts and 15% never * 

feel difficulty in handling accounts. It means that 10% respondents feel them competent

in handling accounts.

The fourth item describes the extent level to which higher authorities influence the
•f i

budget. The analysis o f obtained data shows that 25% respondents always found the ^

influence o f higher authorities on allocation and utilization o f budget, 10% often feel this

i   ̂ 1 
influence, 30% seldom feel the influence of higher authorities on budget, 20% hadn’t

shown their opinion against this question whereas 15% respontient claimed that they were

always independent and never feel influence of higher authori|ks on budget. ^

Table 4.38 Appraisal and Evaluation ]

Sr
#

Items
Responses Always Often

*
Seldom

1

No
Opinion Never Total

%ages

1
Appreciate 

the ■ 
subordinates

Responses 5 1 4 1 5 5 20

%ages 25 5 20 1 25 25 1 100

2
Provide feed 

back
Responses 2 3 5 ! 7 3 .i 20

%ages 10 15 25 1 35 15 ^ .100

3

Assessment
and

evaluation
of staff

Responses 5 2 6 f 4 3 ^ 20

%ages 25 ro 30 1 20 15 100

4
Realistic in 

writing 
ACRs

Responses 2 3 5 1 7 3 20

%ages 10 15
irt

25 35 15 ; 100

Table 4.38 was aboiit another aspect o f administration that was Appraisal and
i

evaluation. The P ' item o f the table 4.38 depicted the infoimation about appreciating the
f

subordinates for showing better performance. After analysis o f the data against this item it 

was clear that only 25% respondents always appreciate their ̂ subordinates for their better

performance, 15% percent respondents often appreciate their .subordinates for their better

f
performance which means against this level no response'was found, 20% percent
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respondents seldom appreciate their subordinates for their better performance, 25% |  had j
. - - ^ I ^

no opinion about this item and 15% percent respondents never appreciate their |

subordinates for their better performance. I 1 I
r  -IS [ *

I  .  ̂ i ^
For smooth functioning o f the department it was necessaiy to provide feedback by \ 

the chairpersons" Analysis o f the obtained data shows that 10% respondent always like to  ̂

provide feedback to their subordinates, 1 5 %  respondent ofteir like to provide feedback to j  

their subordinates, 25% respondents seldom like to provide feedback to their
I' ^

subordinates, 13% respondent had 35% opinion about providing feedback, and 15% ,

4  I  I
response was found against never providing feedback which means ho one committed 

that he never provide feedback. = |  l

The third item was about the assessment and evaluation o f the subordinates.'This

4  • u-
item was a key aspect o f staffing because if an administratof was not competent m this

F ; L •
area he will not be able to encourage competent members and discourage silly persons. 

^  While examining the data in response of this item the researcher come to know that 25% ,

respondents always assess and evaluate their subordinates proficiently, 10% respondents |  

often assess evaluate their staff properly, 30% respondents think that they were seldom , 

able to assess and evaluate their subordinates, 20% hadn’t opinion about the assessment

%  ̂
and evaluation o f the staff and 15% respondents never assess and evaluate the

■

subordinates. J,

ACRs were considered as an essential component o f the service of every ^
I
4

employee. It plays an important role for their promotion of an'employee therefore most of *

. 1  . '  . the employees were very conscious about it. After analyzing the data in response of this

item researcher come to know that 10% respondents always use to write arinual 

confidential reports realistically, 15% respondents often use to write annual confidential ^
■f' * 

reports realistically, 25% respondents always use to write ^annual confidential reports
• f

I I
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realistically, 35% shown no opinion about it whereas l5%^responyents always u |e  to ^
*V

write annual confidential reports realistically. |   ̂ ^

■f ' 4 ’tab le  4.39 Attitude towards subordinates |   ̂ ^

Sr
#

Items
Responses

%ages
Always Often

t
Seldonii

No
Opinion

Never Total

1
Try to train 

the
subordinates

Responses 2 5 4 i 1 3 20
%ages 10 25 20 1 5 15 100

2
Avoid.

creating
conflicts

Responses 5 3 4 i 5 3 20
%ages 25 15 20 1 25 15 ; 100

3
Cooperate

and
encourage

staff

Responses 5 1 4 I I
5 5 : 20

%ages 25 5 20 i 25 25 t  100'

4
Share the 
authority

Responses 2 3 5 J 7 3 20-

%ages 10 15 - 2 5 ' I 35 ' 15 100

5
Like to 

Delegate 
authority

Responses 5 \
e

 ̂ 1
4 3 20

%ages 25 10 30 i 20 15 100

6

welcome to 
the 

innovative 
ideas o f the 

staff

Responses 2 4
k

5 1 5 4 20

%ages 10 20 1:25 1
f-

25 20 100/

The table 4.39 was about the attitude o f administrators with their staff.j For 

increasing the efficiency level o f the department and to ̂ provide best services, the
^ * 

performance of subordinates play a pivotal role and it may b l increased by the heads by ■ 

training, appreciating their performance, avoiding to create^ conflicts, cooperating and 

encouraging, sharing the authority, delegating the authority, greeting their innovative 

ideas, providing feedback and by realistically writing annual confidential reports etc.

The first item o f the table was about training of the subordmates for their professional 

development. 10% respondents claimed that^they always try to groom their subordir^ates,
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25% respondents claimed that they often try to grGom|their subordinates, ^0%  j

respondents claimed that they seldom try to groom their subordinates, 5 % respondents ,
t  . i ^

had no opinion about i t , 15% respondents never tried to groom their subordinates. | .

To avoid creating conflicts among subordinates wasjalso the" respohsibihty o f a ^

leader for achieving better services. From the data o f second item it was apparent^ that ’

25% respondents always try to avoid creating conflicts, 15% respondents often try to

avoid creating conflicts, 20% respondents seldom try to avoid:creating conflicts, 25% had

no opinion about creating conflicts among subordinates and 15% respondents never tp ' to
i i

avoid creating conflicts. 4 \
f  h f

Third item shows the extent levels of cooperating and" encouraging staff for their

I . ■
better performance. 25% respondents always cooperate and encourage their staff for

increasing their efficiency leVe!, 5% respondents often cooperate and encourage their^staff ^

for increasing their efficiency level, 20% respondents often cooperate and encourage^their

staff for increasing their efficiency level, 25% had no opinion cooperate and encourage
f ; .

their staff for increasing their efficiency level, 25% resporidents never cooperate'and . 

encourage their staff for increasing their efficiency level. 10% respondents always share 

authority with their subordinates, 15% respondents often |share authority with their ' 

subordinates, 25% respondents seldom share authority with |ie ir  subordinates, 35% had 

no opinion about sharing authority which means they don’t; bother this dimensionjand 

15% respondents never share authority with their subordinates. ^
%

In response o f delegating authority the analysis o f data against it reveals that 25 

respondents like to delegate authority with their subordinates,^ 10% respondents often like 

to delegate authority with their subordinates, 30% respondents seldom hke to delegate 

authority with their subordinates, 20% respondents had no opinion to delegate authority

89
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1 1 ■ .1 ;
with their subordinates, while 15% respondents never like to delegate authority with'their ^

i  i ! f f  i subordinates. j
 ̂ t .. . i 1 

To provide the services in modem way there should be creativity in all staff ^

I • •  ̂ *
members and it will be polished when chairpersons will \yelcome to their mnovative

t  ' i i 
ideas The analysis o f the data against this iteni depicted that 10% respondents always j

J S u' '
welcome to the innovative ideas o f the staff, 20% respondents often welcome to the

S J  ̂ S
innovative ideas of the staff, 25% respondents seldom welcome to the innovative ideas of 

the staff, 25% respondents had no opinion about it whereas 20% respondents never 

welcome to the innovative ideas of the staff. : |  |

Table 4.40 Prevailing Practices |  ^

Sr

#

Items

Response
kr

Always Often Seldom
\  No t

Opinion
Never

Missing
I

value
I
k

Total

% ag es

1

Create

friendly

environment

Responses 3 4 2 1 5
I

4 2 : 20

%ages 15 20 10 20 10; joo

2
Trust on 

subordinates

Responses 3 2 4 ^ 5 3 3 ; 20

%ages  ̂ 15 10 20 i 15 15 1 100

3

Dislike to 

make social 

relations

Responses 3 5 6 1 5 20

%ages 15 25 30 ” 25 5 0
t

100

4
Equally treat 

subordinates

Responses 2 4 5 1 4 4 1 20

%ages 10 20 25 4 20 20 5 f 100

5

Use 

incentives to 

reinforce the 

subordinates

Responses 3 2 4 1 6 
s

3 2 i 20

%ages 15 10 20 1 30I
V

15 10 100

I

The data in the table 4.40 depicted about the prevailing practices o f the 

administrators. The first item was about the ^environment o f the departments. |The
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environment of the department is directly proportion to the competence o f the workers 

and chairpersons o f the departments were responsible for making the environment of the .

■i ^  i I ^
department. Analysis o f the data against this item shows that :15% respondents always try ^

t  . " . .
to create friendly environment in their departments, 20% respondents often try to create J

*■* \ 
friendly environment in their departments, 10% respondents seldom'try to create frie'ndly ^

environment in their departments, 25% respondents had no opinion about creating!

f  ■ . 1 ■ 
friendly environment and 20% respondents never try to create friendly environment m

I «
their departments. . •

j
Second point was about trusting on subordinates. Analysis o f second item shows

i . 4  f
that 15% respondents always trust on their subordinates, 10% respondents often trust on  ̂

their subordinates, 20% respondents seldom trust oh their|subordinates, 25% had no 

opinion about this item, 15% respondents never trust on their^subordinates. | ^

Third item was about disliking or liking about making social relations. The analysis of
1 A» > 

available data shows that illustrate that 15% respondents always dislike to make social 

relations with their subordinates, 25% respondents often dislike to make social relations 

with their subordinates, 30% respondents seldom^dislike to^make social relations with 

their subordinates, 25% respondents had no opinion about making social relations ̂ with 

their subordinates, 5% respondents never dislike to make ̂ ‘social relations with their

subordinates. ' |  A
I f

It was the demand o f all subordinates that their chairperson should treat them
V

equally. By analyzing the responses against this item researcher come to know that 10% 

respondents always equally treat their subordinates, 20% respondents often equally treat , 

their subordinates, 25% respondents seldom equally treat their subordinates, 20% had no 

opinion in this regard and 20% respondents equally treat their!subordinates.

I -r
i  i  
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By using incentives we can reinforce the subordinates and make their services ^
I . 1

more and more proficient. Due to the most important aspect for provision o f best services ^

I j I
from the subordinates it was also included in questionnaire^ And when responses were f

j i i 

analyzed researcher come to know that 15% respondents responded against the always I
; f  . i J

provision o f incentives for better performance, 10% respondents often use incentives for j 

better performance, 20% seldom do this practice, 30% hadh’t^shown any opinion whereas ‘ 

15% respondents often use incentives for better performance.^ i

-r
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Secti on C  ̂
Anal ysi s of  the data of  Dean

Table 4.41 Gender

Frequency Percentage

Male 21 t 84

Female 4 16

Total 25 100

Table 4.41 was about the gender o f deans. It shows that 84% Percent deans were men 5 

while 16% were women. From this table we conclude that ̂ majority o f the deans were 

male. ^  f

Table 4.42 Ages i

45 and 

below
46-50 51-55 56-60

Above 

than 60
Total

No. of 
responses

0 2 8 1
12>

3 25

%age 0 8 32 4̂8 12 100

According to the table 4.42 age of no dean was. below than 45, 8% of them
I

belonged to age group 46-50, 32% were from age group 51-55, 48% belonged to age 

group 56-60 and only 12% were from age Group above th a | 60. Majority of the deans

belonged to age group 56-60 and a minor no of deans belonged to age group 46-50. ^
\  t- I 1

Table 4.43 Qualifications

Sr.

No.
Ph.D Post Ph.D Total

1 Responses 9 16 25

2 Percentage 36 64 100
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' t   ̂ j 
Table 4.43 describes the Qualifications o f respondents. According to the table The ^

qualification o f  36% was PhD while 64% had Post Doctorate Degree. From> the ’

information provided in the table majority of the deans was Ph-D-

Table 4.44 Experience (Years) . I j

Sr#
20 and 

below
21-25

s

26-30 ?31-35 36-40 Total

Responses 0 2 5 13
f

5 25

2 Percentage 0 8 20 i 52 20 100

This table contains the information about experience o f the deans. No one had

experience less than 20 years, experience of 8% was between (21-25) years, 20%' had
t "I

experience between 26 to 30 years, 52% had experience from 31 to 35 years and 20%
^  .  .T  . '

had experience 36-40 years. By analyzing the data of table 4.4 we can say that majority

o f the chairpersons had experience of 21 to 30 years. |  . t
i  i
i  S

Table 4.45 Administrative Training  ̂ " ?

Sr# No Yes •Missing value
>

Total

1 Responses 17 6 i. 2 25

2 Percentage 68 24 i  «
100

Table 4.45 provided the data about administrative training o f deans before or after

joining the present post. According to this data 68% respondent had not participated in
•I

any training while 24% taken administrative training. 8% of^the sample did not respond
i  I

this item. By utilizing the information given in the table the researcher comes to know

* " t  * 
that majority o f the deans hadn’t received any administrative training. 8% responses were

I
missing. f
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Table 4.46 Participation in Managerial Training

Sr# No Yes
1 Missing
A ••
^ value
ii:

Total
iI

1 Responses 15 ’ 4 I  6 25 :

2 Percentage 60 16 ^ 24 100'^

• I
According to the table 60% of the respondents had not participated in any

managerial course. Only 16% of had managerial training while 24VS did not respond 

about managerial training. This table also show that majority o f deans had. not
^  - . .  I

participated in any managerial training course while a mmor number had participated a 

managerial training course. |  |

Table 4.47 Type of Training i  ]

Staffing
Financial

Management
Strategic

Management

Corporate 
Manageme 
 ̂ nt i

Not
Applicable Total

Responses 3 1 0 1 0 21 25

%age 12 4 ■ 0 1 ®
84 r 100

Table 4.47 illustrate about the type of^training received. It shows that 12 %
I

chairpersons received training o f staffing, 4% received, training about fmancial 

management while no one received training about strategic^management or any other. 

From this table the researcher came to know that most of the deans who had received

training, their area of training was Staffing.  ̂ |  ^

f
tab le  4.48 Duration of Course - ? i

Not

applicable

Few

days

1-3

(Months)

6-9

(Months)
f
(Months)

Missing

value
Total

Responses 15 3 1 ? 0 # 0 6 -25

Percentage 60 12 4 0 i  0 
t

24 ;100

The information about the training was provided in Table 4.48. 12% respondents
^  *■ 

received training consists on few days, 4% received a training having duration o f 1-3

«  ’ 1



that the deans who received training, the duration o f the most number o f trainee was few r
■4 i .i  1 “

days, and duration o f training received by minimum number was one to three months 

while no one had received training o f four months or above. 24% hadn’t written their ^
I  ' i

months while 24% had not respond about the duration o f the training. Table 4.8 shows i

response.

Table 4.49 Effects of Training

Not

applicable
Not at all

Not

Clear

To some
. i  Extent

i

To Great 

Extent
Total

Responses 21 0 0 u
. . 4-

3 25
's

Percentage 84 0  ̂ 0 12 100

According to the table 4.49, 4% respondents applied the knowledge, and

experience o f the training in their practices to some extent while 12% respondents applied
i;

their knowledge to great extent. From the information given in the table 4.9 researcher 

came to know that the deans who had received training them applied it during

their practices to a great extent while a very few number responds that they applied-it to

I - fsome extent. |
i

Table 4.50 Computer Literacy |  |
f

Sr. No. No Yes %
■ 4

Total

1 Responses 1 24 1 25

2 Percentage 4 96 1 100

 ̂ I .

Table 4.50 describes the information about the computer literacy. 96"%
I j

respondents were computer literate while 4% were not. This table reflects that most o f the

deans were computer literate. (
5
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Table 4.51 Competency in Planning

Sr

#
Items Always Often Seldom

, =» I

No^

Opinion
.i—-

Never 1 Total
; i

I
Competency in 

Planning 
Objectives

Responses 4 . 8 2 1 6 5 1 25  ̂
r. i

%age 16 32 16 1 24 20 j 100

2
Competency in 
implementing 
the Planned 
Instructions

Responses 4 5 3 in 7 6 1- 25

%age 16 20 12 1 28 ^ 24 r  100

3
Competency in 
Pre Planning a

Task

Responses 5 ■7 4 5. f 25
i-

%age 20 28 16 20  ̂ 100

4
Meet the 
Planned 
Targets 

Successfully

Responses 6 2 5 1 7 5 25
p

%age 24 8 20 I 28 20 i 100

According to the table 4.51, 16% respondent foundlthem always competent to 

plan the objectives, 32% often plan their objectives, 16% respondents found themselves
$ ' 

able to plan objectives seldom, 24% had no opinion about planning the objectives 

themselves and 20% of them said that they'never planned objectives themselves. jThis 

table reflects that majority o f the deans found them competeiit in plannmg objectives for

their faculty occasionally. No respondent found him always competent in planning

f
objectives for their faculty. |

It also gives us information about the successful implementation o f planned
I  . . j

instruction. Only 16% respondents always found them competent in implementing the

planned instructions, 20% respondents often found them competent in implementing the

i  . ' 
planned instructions 12% respondents seldom found them able to successfully implement

the planned instructions while 28% said that they had no opinion about the said question,
9 £

24% respondents never found them competent in implementing the planned instructions.
'f I

From the above table researcher can reproduce that minimum number o f respondents
* « 

found always found they competent in implementing the|planned instructions while
i  s1 - i
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maximum respdndents seldom found them competent for s,j=cessfiil implementation of 1

‘ * I

already provided planned instructions. |  |

On the third number it shows the extent levels at which the chairpersons place |

them to preplan about any task assigned by higher authorities|20% respondents think ttiat j
they were always competent, 28% also oftCT competent, 1 ^ .  seldom competent, jl6%

" I  ̂ 1 I
had no opinion while 20% found them never competent to preplan any type ofjtask |

? : • I
assigned by higher authorities. From the data of this table relearcher come to knowjthat 

majority o f the respondents never found them able to pre plan p e  tasks. |

It also reflects that 24% respondents always meet their targets successfully, 8% of the  ̂

chairpersons often meet their targets successfully, 20% respondents seldom meet their 

targets success&lly, and 28% had no opinion about the successful congregatioii o f the 

targets while 20% never achieve their targets successfully. |  

ta b le  4,52 Competency in Communication |

Sr
#

Items
Responses
Percentage

Always Often Seldom
t

No
Opinion

Never Total

1

Effective Use 
of

Interpersonal
Skills

Responses 4 8
>•

2 - >- f-
6 5 " 25

%age 16 32 16 1
>

- 24 20 100

2
Effective

communicati
on

Responses 4 5 3 1. i
7 6 25

%age 16 20 12-1
. I'

28 24 - 100

3

Listen and 
spontaneous! 
y understand 

the Ideas

Responses 5 7 4 } 4 5 ■ 25

%age 20 28 16 1 
r

16 20 - 100

4

communicati 
on gap b/w 
me and my 

subordinates/ 
superiors

Responses 6 2 5  ̂
%

7 5 . 25

%age " 24 8 2 0 1  
3

28 20 100^

5

Feel 
difficulty in 
expressing 
the opinion

Responses 3 4 2 9 25

Percentage 12 16 28 i 8 36 100
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Table 4.52 represents the information about the cor|petency in communication. 

The item on serial number one was about the effective use o f interpehcnal skills. It 

indicates that 16% respondents always use interpersonal skills effectively, 32%^ 

respondents often use interpersonal skills ̂ effectively, 16% respondents seldom; use j 

interpersonal skills effectively, and 24% had no opinion about the effective us^ o f  ̂  

interpersonal skills while 20% respondents never used interpersonal skills effectively.^- 

The item on serial number two brought the ii^m iation  about^Ke extent levels of feelmgs * 

about communication problem by deans o f the facuhies. 16% respondents always-feel ,  

communication gap between them and their stake holders, 20 % respondents often feel ' 

communication gap between them and their stake holders, 12% respondents seldom feel 

communication gap between them and their stake holders; 28% respondents ha^ no 

opinion about communication gap between them and t h | r  stake holders and J24% 

respondents always feel communication gap between them and their stake holders.,The 

item number three o f this table shows the extent levels to which the respondent listens 

and understand the ideas o f others. From the figures of th is |e m  it was represented that 

20% of the sample always listen and spontaneously understand the ideas, 28% of the 

sample often listen and spontaneously understand the id eas,|6 %  of the sample seldom 

listen and spontaneously understand the ideas, 16% of the sample never listenJ and 

spontaneously understand the ideas while 20% do not jbother this dimension of

communication.  ̂ " t
The item on serial number 4 represents the measures about the extent levejs to

which the respondents feel a communication gap with their^subordmates and superiors.

From the data in above table it was clear that 24% of them always feel a communication

gap, 8% of them often feel a communication gap, 20 % of them seldom f y l  a

communication gap, 28% of them had no opinion about communication gap even U was

or not while 20% of them never feel a communication gap "with their subordinates and
t: i  i 

superiors. t'
The item five emphasis on a very important dimension o f communication. It provided a 

very clear picture about the opinions o f the respondents that how much confused they 

were in expressing their opinion 12% people were always feel no difficulty while 

expressing their opinion, 16% people were often feel no difficulty while expressing their 

opinion, 28% people were seldom feel difficulty while expressing their opinion, 8% had 

no opinion about it and 36% people feel that they were never confidert while expressing

I Itheir opinion. f  {
' i  ^
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Table 4.53 Decision Making
i

Sr
# Items.

Responses
Voages

Always Often Seldom
4

No
Opinion

Never ■ Total

1
Competence 
in Decision 

Making

Responses 6 5 3 1 7 4 t 25

%ages 24 ; 20
1

12 1 28 16 ’I
100

2

Work 
according to 
my own Set 

Priorities

Responses 3 5 8 ^ 6 3 : 25

%ages 12 20 32 1 24 12 I 100

3

Assign 
Tasks 

According 
to their 

Abilities

Responses 4 5 3 i 7 6 ' 25->

%ages 16 20 1 2 | 28 24 1 100
.4

4

Consultatio 
n before 

making any 
decision

Responses 5 7 4 ,1 4 5 ^ 25

%ages 20 28 16 fi. 16 20 100
s «

5
Examine all 

relevant 
information

Responses 6 2 5 7 5 : 25

%ages 24 8 20 E 28, 20 : 100

6

Make 
decisions 
consistent 
with plans 

and policies

Responses 4 8 2 t 6 5 25

%ages 16 32
t  

16 ^ 24 20 100T- •«

The table 4.53 provided information about the different dimensions o f decision making.
R *

The first item o f the table reflects the information about competency m decision making.
i ;

It was clear from the table that 24% respondents find themselves always competent in

decision making, 20% respondents find themselves often competent m decision making,

12% respondents find themselves seldom competent in decision making, 28%
t  I

respondents do not had any idea about decision making while 16% respondents^find

themselves never competent in decision making.  ̂ ■ *
I  *  ^

The second item signify that to how much extent the respondents work according to his

own set priorities. According to the information available m item 2 o f the above table

12% respondents always work accordirlg to tHeir own set-priorities, 20% often work

i.
100 .



I ?' » j 
according to their own set priorities. 32% respondents seldom worlc according to their I 

own sM priorities, 24% had no opinion aboutMt while 12% respondents never work J

 ̂ I J  ̂ i
according to their own set priorities. J J

i  i 
The third item was about making write decisions while assigning the tasks to

! I  _  ' 1
subordinates. It was very important dimension of decision ^making to assigii the tasks ■ 

according to the capabilities o f the persons. Froih the above information it was clear^that  ̂

16% respondents always claim that they always assign the tasks according to  ̂ the 

capabilities o f subordinates, 20% often do this practice. 12% seldom do, 28% had no idea 

o f this dimension and 24% never bother this dimension o f decision making during their

I   ̂ '
practices. i  |

The item four emphasis on consulting with all relevant people before making any

decision. It shows that 20% respondents always consult with relevant people before

making any decision, 28 % respondents often consult with relevant people before making

any decision, 16 % respondents seldom consult with relevant people before making any

decision, 16 % do not given any opinion while they consult relevant people or situations
‘ 4

before making any decision and 20% respondents never consult with relevant people

^  ^  * S v : ^  ^  j

i
•f

before making any decision, ‘ r '
 ̂ ^ f 

After analyzing the item number 5 of the table researcher come to know that 24%

respondents said that they always examine all the' relevant inf9 rmation before making any
1 f i

decision, 8% often do this practice, 20% seldom perform thfs action before making any 

decision, 28 % had no opinion about this point an*d 20% never do this.
I i

The sixth item signify the extent levels to which the respondents work according to their
£l

own set priorities. According to the given data 12% respondents always work accordmg 

to their own set priorities, 16% often do the tasks according to their own set priorities, 

28% respondents occasionally do the works according to their own set priorities, 8% Had
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no opinion to set priorities and work accordingly wiiile 36%^clearly responded that^they
t.

never performed this practice.  ̂ |  ] .
J ^

The last item o f the table was about a very im p o ^n t dimension o f decision
i

making that was “to make decisions consistent with policies^ and plans. After analyzmg

the data obtained in response o f this item it was clear that 16% respondents always;take

decisions consistent with policies and plans, 32% respondents often take decisions

consistent with policies and plans, 16% respondents seldom take decisions consistent with
I  I

policies and plans, 24% had no opinion which indicates that a significant number of

chairpersons do not give importance to a an essential element o f decision making which
1 i 

may cause wrong decisions or failure o f the sykem while 20% respondents never _take

decisions consistent with policies and plans.  ̂  ̂ .

Table 4.54 Problem Solving a i  ^

Sr Items
Responses

Always Often Seldom
5,i.

No
Opinio

n

Neve Total
# %ages r

1
Diagnosing Responses 6 5 3 1 7 4 ' 25

Problems %ages 24 20 12 1 28 16 MOO 1 
}-

2
Handling Responses 3 5 8 A 6 3 .  25

Problem %ages 12 20 32 * 24 12 100

3
Situational Responses 4 5 3 7 6 ' 25

Analysis %ages 16 20 12 1 28 , 24 - 100

Think about Responses 5 7 4 1 4 5 ■ 25

4 all possible 

solution
%ages 20 28 16 1 

i
16 20 100

5
Consult with Responses 8 5 3 * 6 3 25

team
members %ages 32 20 12 # 24 • *4; 12 100

6
To select the 
best solution Responses 4 7 3 . 5 6  ̂ 25

of the 
Problem %ages 16 28 12 20 24 n o o

I
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Table 4.54 provided the picture about tlie problem solving skills o f respondents. It , 

was an essential element o f the administration. Problem solv |ig skill plays a key rol^ for } 

successful administration. The basic components o f problem ̂ solving were distmgui^hmg J 

a problem, handling a problem, situational analysis; to th inklbout all possible solutjons, 

consult with team members about the solutions and to select the best option. j

The 1“ item was about distinguishing a problem. It jenlightens about the extent 

levels o f distinguishing a problem. According to the data obAined against this item^4%   ̂

respondents feel them always competent in diagnosing probkm, 20% respondents^ feel 

them often competent in diagnosing problem', 12% resplndents seldom feel them 

competent in diagnosing problem, 18% had no opinion about|his facet which means they 

had no idea about diagnosing the problem and despite the f a |  that 16% respondents feel

I ;
them never competent in diagnosing problem. |  ^

The 2"'̂  item o f the table was about a very important aspect of problem solvmg

that was “ to handle problem” sensibly . After analyzing the data obtained in response of L
I . *

this item it was clear that 12 % respondents always handle problem sensibly, 20% .  

respondents often handle problem sensibly, 32% respondents seldom handle problem , 

sensibly, 24% had no opinion which indicates that a signifi4nt number o f chairpersons 

do not give importance this essential element of problem solving which may cause wrong 

solution or failure o f the system while 12% respondents neverhandle problems sensibly.

The 3rd item was about situational analysis. It enlightens about the extent levels of 

situational analysis to think out the possible solutions of a problem. According to the data ■ 

obtained against this item 16% respondents feel them always competent in situational
*• I I

analysis, 20% respondents were found them often competent^in situational analysis, 12% 

respondents seldom feel them competent in situational analysis, 28% had no opinion 

regarding to this facet which means they had no idea ab |u t situational analysis for
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4

problem solving and despite the fact that 24 % respondents feel them never competent in i

situational analysis. |  |

The 4th item o f indicates another important aspect o f problem solving that?was '
if I

think about all possible solutions which was after situational analysis. After analyzing the 

data obtained in reaction o f this item it was clear that 20% respondents always think ^
i  - r ?

about the all possible solutions, 28% respondents often think about the all possible ^

solutions, 16% respondents seldom think about the all possible solutions, 16% had no

£' . . *
opinion which indicates that a significant number o f respondents do not give importance ,

i ! -I
to a an ftindamental element o f problem solving which may guide us towards’ a wrong

t J t ,
i \

solution o f the problem while 20% respondents never triink about the all possible  ̂

solutions before selecting a solution and after situational analysis.
4  I

The item number five was about consulting the situations and possible solutions with ^
1 I • '

other members, while selecting an appropriate solution. It was very imperative to discuss
S’ *
1 . - .  ̂

regarding the faced circumstances and feasible ways in which we can resolve the

problem. From the above information it was clear that 32%1’espondents claim that they .

always discuss , 20% often like to discuss, 12% seldom do 24% had no opinion about it
^ 1  1 

and 12% never bother this element o f problem solving during their practices. |
i  I

The last step in problem solving was to select an appropriate solution o f the problem. The
-i V ?
i, -i I

data of this item make us clear that 16% respondents said that they always choose best
% I

solution o f the problem, 28% often choose best solution, ^12% seldom successful in ;

'  1  . > 
choosing best solution, 20% had no opinion about it and 24%^ feel that they never chpo^e

!  t 
best solution. % . , i

104 . I



Table 4.55 Staffing

Sr

#
Items

Response
Always

f-
Often Seldom

No

Opinion
Never i

t

Total

%ages

1

Proper

recruitment

criteria

Responses 15 ‘8 2 1 'ik
0 0 s 25:-

%ages 60 32 8 41 . 3
0 0 100

2

Commitment 

for unbiased 

appointments

Responses 10 ^ p 3 1
1

1 2 1 25i

%ages 40 36 1 2 :
i

4 8 i 100

3

Independence 

in appointing 

& transferring

staff

Responses 8 5 3 IH'.4
6 3 i

f
25

%ages 32 20
%

12 1 24 12 . 100

>- ‘
Table 4.55 was about staffing. To run the administration soundly smoothly the

J ' . "
administrator should be very competent in this field. The serial number o f the above table

J . I
provided the data about describing proper recruitment criterm for new appomtments. It .

indicates that 60% respondents always had well set criteria for recruitments, 32%^
\

respondents often had a pre described criteria for recruitmenf and only 8% said that they

seldom had pre determined criteria for recruitments and no response was found in favor
ss J

of never following a pre described criteria for fresh appointments.  ̂ -
- I  i f

Second item was about the commitment o f chairpersons for unbiased appointment^ By

analyzing the data against this question it was noted that 40% chairpersons were found *
s * 4

always committed for unbiased appointments, 36% found often committed towards

unbiased appointments, 12% found seldom committed towards unbiased appointments,
'i i .

4% had no opinion about this point and 8% response was found in favor o f never showmg

commitment.
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The item on serial number 3̂** was about giving a right to the|hairpersons to appoint and j

transfer the staff independently. After analyzing the data obtained in response of thisjitem
« $' i j 

researcher come to know that 32% respondents want tp |b e  always independent m j
f  I ‘

appointing and transferring staff, 20% often want to ^become independent while d 

appointing and transferring staff, 12% seldom wants independence for appointments and

transfers, 24% had no opinion about it whereas 12% never wants to be independerit for |

!. ^
^  I

appointments and transfers.

Table 4.56 Financing ■{ i i
1

Sr
Items

Response
Always Often

4
Seldom

No
Never' Total

# %ages I Opinion

1
Awareness 

about financial 

rule

Responses 6 " 5
-s

3V
1

7 4 1 25

%ages 24 ■ 20 12- 28 16
i

100

Face problem to Responses 3 5 K-i'
6 3 ■ 25

I
control budget %ages 12 20 32

f:
24 12 100

3

Encounter 

problem in
Responses 4 5

f
3̂
V

7  ̂ f 25

handling

accounts
%ages 16 20

1
12**■
. 1

2’8 24 i i
4

100

Influence of 

higher 

authorities on 

budget

Responses 5 7 4> 4 5
1

25

4
%ages 20 28 16 16 20 100

?

The table 4.56 was about fmancing. Proper utilization and allocation o f funds was an art. 

In table 4.56 the was about important aspects o f fmancing. Alie portion o f the table 

provided data about the awareness o f financing rules. 24% respondents said that they j 

were ever aware o f financing rules, 20% often had awareness about financing rules, 12^
I _ _  t

respondents seldom had awareness about financing rules, and 18% had no opmion about |
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the awareness o f financing rules while 16% respondents claimed that they never, had |

1 I  f 1
awareness about financial rules.  ̂ j ; j

The second item was about the trouble faced by admini^rators in controlling budget. It |
I I I

was a cumbersome task to control budget and it requires Ja lot o f competency. p %
= 1 ] i  

respondents always feel problem in controlling budget, 20%;found often troublesome to |

control budget, 32% seldom feel difficulty in^controlling budget, 12% had no opinion and ^
I . 1  ̂ i

24% said that they had no problem to control budget. |  r - ^
I I

The third item was about encountering the problem in handling accounts. By analyzing

the data in serial number 3 researcher come to know thatj 16% respondents always
1 i i

encounter problem in handling accounts, 20% respondents often encounter problem in  ̂

handling accounts, 12% respondents seldom encounter problem in handling accounts,  ̂

28% respondents hadn’t any opinion about handling accounts and 24% never^feel

difficulty in handling accounts. |  ,

The fourth item describes the extent level to which higher authorities influence the

budget. The analysis of obtained data shows that 20% respondents always found the _
-i ‘ 

influence o f higher authorities on allocation and utilization ofjbudget, 28% often feel this

influence, 16% seldom feel the influence o f higher authorities on budget, 16% hadn’t
I  ‘

shown their opinion against this question whereas 20% respondent claimed that they were
t  i:

always independent and never feel influence of higher authorities on budget. ^

1
1
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Table 4.57 Appraisal and Evaluation

Sr
#

Items
Response

Always Often Seld<fm
.  ̂i

No
Opinion

N ever,
1

Total
I%ages

1
Appreciate the 

subordinates

Responses 3 i  ̂ 5 6 . 3 .25;

%ages 12 ‘ 20 32 i 
A

24 12 100
5.

2
Provide feed 

back

Responses 4 , ^5 3 i ’ 7 6 25%

%ages 16 1 20 12; 28 24 1 100
1

3

Assessment 

and evaluation

of staff

Responses 5 7 4 1 4 25
i

%ages 20 28 16lf
16 20 ; ■ 100

4
Realistic in 

writing ACRs

Responses 6 2 5 i 7 5 25

%ages 24 8 20 ̂  
. i

28 20 100

Table 4.57 was about another aspect o f administration that was Appraisal and evaluation.  ̂

The 1"’ item o f the table 4.57 depicted the information about appreciating the subordinates 

for showing better performance. After analysis o f the data against this item it was clear  ̂

that only 12% respondents always appreciate their subordmates  ̂for their better

performance, 20% percent respondents often appreciate theiriubordinates for their better
i  - i f

performance which means against this level no response^was found, 32% percent  ̂

respondents seldom appreciate their subordinates for their better performance, 24%^: had ,
; ' I  .  ̂ ^

no opinion about this item and 12% percent respondents never appreciate ^ h e ir ,

subordinates for their better performance. |
i  i

The 2"  ̂ item was about the assessment and evaluation o f the subordinates. This item^ was

a key aspect o f staffing because if  a dean was not competerrt in this area he will not be

able to encourage competent members and discourage silly persons. While examining the

data in response o f this item the researcher come to know that 16% respondents always

assess and evaluate their subordinates proficiently, 20% respondents often assess evaluate
\  • * 

their staff properly, 12% respondents think that they were {seldom able to assess and
E !
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evaluate their subordinates, 28% had no opinion about the assessment and evaluation of

the staff and 24% respondents never assess and evaluate the subordinates.

For smooth functioning o f the department it was necessary to provide feedback by f
i  I

the chairpersons. Analysis o f the obtained data shows that 20 respondent always like to 

provide feedback to their subordinates, 28% respondent ofteJlike to provide feedback to |

their subordinates, 16% respondents seldom like to provide feedback to their |
i,

subordinates, 16% respondent had no opinion about providing feedback, and 20%'^
t1 j

response was found against never providing feedback which means no one committed ,
1 I

that he never provide feedback. I  I ■
I  .  -

ACRs were considered as an essential component o f the service o f every ^
5

employee. It plays an important role for their promotion therefore most o f the employees 

were very conscious about it. After analyzing the data in response o f this item researcher"' 

come to know that 24% respondents always use to write ̂ annual confidential reports 

realistically, 8% respondents often use to write annual confidential reports realistically, 

20% respondents always use to write annualconfidential reports realistically, 28% shown 

no opinion about it whereas 20% respondents always use to write annual confidential 

reports realistically. I
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Table 4.58 Attitude towards subordinates

Sr
#

Items
Response i-

Always Often Seldom
No

Opinion

i
Never

t
Total

%ages

1
Try to train the 

subordinates

Responses 3 i ,  5 8: 6 3 j 25
i

%ages 12 20 32
#'

24 12 ; 100

2
Appreciate the 

subordinates

Responses 6 2 7 5 1 25

%ages 24
f

8 20 28 20 i 100

3
Avoid creating 

conflicts

Responses 6 5 31 7 4 i 25

%ages 24 ■ 20 12
f

28 16 [ 100

4
Cooperate and 

encourage staff

Responses 3 5 8
s. i

6 '  i 25
1

%ages 12 20 32
t

24 12 ^ 100

5
Share the 

authority

Responses 4 5 3r 7 6 1 25

%ages 16 20 12
I .

28 24 4 100

6

Like to 

Delegate 

authority

Responses 5 7 4
.tr '

4 5 ^ 25
f

%ages 20 28 16 
- *

16 20 1 100

7

welcome to the 
innovative 
ideas o f the 

staff

Responses 6 2 5i 7
f

5 i 25

%ages 24 8 20•f
28 20 . 100

k.

The table 4.58 was about the attitude of administrators with their staff. For increasing the » 

efficiency level o f the department and to provide best services, the performance of 

subordinates play a pivotal role and it may be increasedjby the heads by training, . 

appreciating their performance, avoiding to create conflicts, cooperating and encouraging,

I  J
sharing the authority, delegating the authority, greeting their^innovative ideas, providmg 

feedback and by realistically writing annual confidential reports etc.  ̂ f

The first item o f the table was about training o f the subordinates for their professional ^
1 .  . J  ■

development. 12% respondents claimed that they always try to* groom their subordiriates,

' I  ^
20% respondents claimed that they often try to groomjtheir subordinates, 32%
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^ I

I ■ K r
respondents claimed that they seldom try to groom their subordinates, 24% respondents  ̂

had no opinion about i t , 12% respondents never tried to groom their subordinates, j j 

To avoid creating conflicts among subordinates was also the responsibility o f j  

chairpersons for achieving better services. From the data o f thjrd item it was apparent that |  

24% respondents always try to avoid creating conflicts, 20% respondents often try to \

avoid creating conflicts, 12% respondents seldom try to avoidlcreating conflicts, 28% had

' I- f " ^
no opinion about creating conflicts among subordinates, andJl6% respondents never try

to avoid creating conflicts. |  4 ’

Fourth item shows the extent levels o f cooperating and encouraging staff for their better «
.H :
;•*-  ̂ t . I

performance. 12% respondents always cooperate and encourage their staff for increasing ^

their efficiency level, 20% respondents often cooperate and encourage their staff for
i  t 
I: =

increasing their efficiency level, 32% respondents often cooperate and encourage their _

staff for increasing their efficiency level, 24% had no opinion cooperate and encourage *
'i  ^

* I I ,
their staff for increasing their efficiency level, 12% respondents never cooperate and ^

encourage their staff for increasing their efficiency level. f |  ^

16% respondents always share authority with their subordinates, 20% respondents often 

share authority with their subordinates, 12% respondents seldom share authority Vith ^
I  i ,

their subordinates, 28% had no opinion about sharing authority which means they don’t 

bother this dimension and 24% respondents never share authority with their subordinates. ! 

In response o f delegating authority the analysis o f data ,‘against it reveals that 20 

respondents like to delegate authority with their subordinates,^28% respondents often like  ̂

to delegate authority with their subordinates, 16% respondents seldom like to delegate 

authority with their subordinates, 16% respondents had no opinion to delegate authority ‘
I i

with their subordinates, while 20% respondents never like to delegate authority with their 

subordinates. I

1 1 1
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f
To provide the services in modem way there should be creativity in all staff members and

it will be polished when chairpersons will welcome to their innovative ideas. The analysis
? I !

o f the data against this item depicted that 24% respondents always welcome to the V

 ̂ ^  . •> J
innovative ideas o f the staff, 8% respondents often welcome to the innovative ideas o f the i

1 I  f -j-

staff, 20% respondents seldom welcome to the innovative ideas o f the staff, 28% |

respondents had no opinion about it whereas 20% respondents never welcome to the |

innovative ideas o f the staff. |  ’ i

Table 4.59 Prevailing Practices  ̂ i  !

The data in the table 4.59 depicted about the prevailing practices o f the administrators.
“'<4*

The first item was about the environment o f the departmer^s. The environment o f the 

department was directly proportion to the competence o f the workers and chairpersons o f I

! 1

Sr Items
Response

Always Often Seldom
No

Never Total

# %ages 1j£
Opinion

r

1
Create friendly Responses 3 5 8: 6 3 , 25

environment %ages 12 20 32
S

24 12 100

2
Trust on Responses 4 ' 5 3^

i
7 6 3 25

subordinates %ages 16 20 12 28 24 , 100

Dislike to make Responses 6 5 3’
1

7 4 : 25

social relations %ages 24 20 12 28 16
s i

100

4
Equally treat Responses 3 5 81 6 3 25

subordinates %ages 12 20 32V 24 12 100

Use incentives Responses 4 5 3 | 7 6 ^ 25

to reinforce the 

subordinates
%ages 16 20 12 28 24 100

Want the 
training o f staff

Responses 5 7 4^ 4 5 • ■ 25

6 to increase the 
proficiency of 
using computer

%ages 20 28 '16 16 20 1
V - ^

100
i
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the departments were responsible for making the environment o f the department. Analysis |
 ̂  ̂ ' d I i

of the data against this item shows that 12% respondents always try to create friendly  ̂

environment in tlieir departments, 20% respondents often try to create friendly j 

environment in their departments, 32% rbspondents seldom try to create friendly j

I . . ■  ̂ • I
environment in their departments, 24% respondents had .Jo  opinion about creatmg j

j ’ I  I i
friendly environment and 12% respondents never try to create friendly environment in j

i

Second point was about trusting on subordinates. Analysis bfjecond itefS shows tiiat^l6% '
■f :f 

respondents always trust on their subordinates, 20% respondents often trust on their

subordinates, 12% respondents seldom trust on their subordinates, 28% had no opinion
1 . 1

about this item, 24% respondents never trust on their subordinates. ^

Third item was about disliking or liking about making social rela'tions. The analysis of 

available data shows that illustrate that 24% respondents always dislike to make social

I >■
relations with their subordinates, 20% respondents often dislike to make social relations J 

with their subordinates, 12% respondents seldom dislike to|make social relations^with

their subordinates, 28% respondents had no opinion about making social relations^with
^ _ t .

their subordinates, 16% respondents never dislike to makej social relations with their
4 i  i i

f  I I
subordinates.

It was the demand o f all subordinates that their bbss should treat them equally; By
I J

analyzing the responses against this item researcher come to know that 12% respondents
i  I

always equally treat their subordinates, 20% respondents often equally treat their
f j  ‘ 

subordinates, 32% respondents seldom equally treat their ;^subordinates, 24% had no J 

opinion in this regard and 12% respondents equally treat their^subordinates. ^

By using incentives we can reinforce the subordinates and make their seiVices more and f 

more proficient. Due to the iiiost important aspect for provision o f best services froni the

. i I   ̂ '« ±- »■
113  ̂ J  1
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I

subordinates it was also included in questionnaire. And when responses were analyzed J

. . ■ • ^
researcher come to know that 16 deans respond against the always provision o f incentives >

• f * 
. I ^ j  f

for better performance, 20% respondents often use incentives for better performance, : 

12% do this practice, 28% hadn’t shown any'opihion whereas 24% respondents often use j 

incentives for better performance. |  ; ■ f
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C H A PT E R  5

I' .Summary, Findings and Recommendations

administrators at universities. In every ^educational institution universities j^ere ^

.1  . . i 
considered as most imperative because only the cream of society comes to this level, just

universities were the place which bring for researches, develop and create new knowledge ?
;| _ . f  

and bring up leaders, administrators, managers etc. Because o f such considerable

$  ̂
responsibilities the functioning o f universities should be very proficient and smooth and

* . I . .3
active and to get dynamic services from universities -there should be dynamic ,

administration. And to make the administration active it will require active, trained and .
I 'i
i- •* 

committed administrators. University administration consists o f vice chancellor, registrar,

^  3

treasurer, director admission, director or controller of exaftiination, director student s
1 i’ 

affair, director quality enhancement cell, deans of faculties, heads of departments etc. If ̂

 ̂ }■ 
they were trained and had strong managerial skills then they can accelerate the process ot

f  'I .
administrMion and can manage everything in better way. t . J

The advancement and growth o f a country depends upon its quality o f all 

education levels in general and higher education in particular. It was thus expected from  ̂

the university administrators that they should congregate tfc  needs and aspirations of
‘ J s

society and individual. For acquiring the top level competency the professional training
I  I

for adininistrators was indispensable. Another reality was that Pakistan, being developing

country cannot afford the expenditure for more and more ti|ne o f the same task which
f  i 

flops because of poor management and untrained administrators. Keeping in view the ,
* ^ . i- 

above mentioned connotation and significance of the training o f administrators at
i   ̂ ' 
7  *

university level the researcher conducted this research to analyze the training needs of ^

115 '  1  . t  i

i.
 ̂ I t i

5.1 Summary |  f  | 1
' 4 . ] j "

The present study aimed at analyzing the training needs o f educational .
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educational administration at university level. Present research was therefore a descriptive

type o f  research. The main objective o f the study was to identify the administrative needs i

t i iof educational administrators o f universities, to investigate the problems and difficulties |
-i f '

faced by educational administration at university level and to collect information sibout : 

present practices o f administrators. I  I

S- i  5'
The study was delirhited to deans, heads o f departments and controller o f f

i  I
examinations o f public universities o f federal area having formal system o f education.

i i ' 
Sample size o f the study was 105 among which 25 were deans, 60 were heads of “

I  €

departments and 20 were controller o f examination. Questionnaire was designed in order
i I■I

to collect the required data and information on variables o f interest pertaining to the all

dimensions o f administration. Data was collected by personal visits o f researcher to the
1  ̂ ' 

targeted sample which was analyzed using SPSS 16, for obtaining descriptive statistic and

percentage. I t
i  i 
I f5.2 Findings |  j *

i« * -
1. The results o f this study showed that 66% chairpersons, 55% controllers of | 

examinations and 68% deans hadn't received any type o f training or joined any
F f-

managerial course before or after joining the current position. =

f  '
2. 40% chairpersons, 50% controllers of examinations and 53% deans were found

less proficient in planning according to the results o f the study. Most o f them were
c

found weaker especially in pre planning the tasks and meeting their set out targets.

iSome were also weak in implementation o f planed instruction but majority lacks

in preplanning and meeting their setout targets. |

*  t3. 45% chairpersons, 41% controllers o f examiriatiofis and 44% deans feel a
i ;. 

communication gap between them and their stake holders. The weakest aspects of
I  i

administrators in the field o f communication were a difficulty in expressing their
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1 j

f'
opinion. Especially the administrators from the examination department; feel ^

 ̂ -I i
problem in use o f interpersonal skills/  ̂ |  |

^ j
4. While analyzing the data against the decision making skills o f the administrators it *

i 1 ' was clear that the decision making power o f the administrators was not strong. '
I  ^

39% chairpersons, 45% controllers o f examinations and 44% were encountering
■ J  ;

problem to make decisions consistent with policies arid plans. i

5. Problem solving skill o f the administrators was also found weak. According to the

i  I
data 43% chairpersons, 46% deans feel difficulty to diagnose the problems. M^in

J 1
stream o f them (40% Chairperson, 45%COEs and 52% deans) was not capable of

^  r-} 4 .
making right situational analysis. ^  |

f   ̂ *6. After analyzing the data o f staffing, no gap was found and adiiiinistrators found i

competent (67% Chairperson, 70% COEs and 90% leans) in all dimensions of 

staffing. i' .i

7. Analysis o f the data depicted that 44% Chairperson,^50% of COEs and 44% of,
I-

deans were not aware from financial rules. They also face problem to control
I  ^

budget, encounter difficulty in handling'accounts which was veiy pathetic for

i  '
themselves and their organization. f  T

I
8. 13% chairpersons, 25% controller o f examination and 20% deans appreciate their

subordinates on their better performance but maximum o f them was lacking the

i
element o f appreciation in their practices. A minute trend o f assessing' and

* > i s ,
evaluating the performance o f subordinates was found in the practices of

•i: . * 
administrators. Majority o f them were found realistic in writing ACRs o f their

subordinates. |  ^

■■ •
9. For looking the prevailing practices o f the subordinates their attitude towards their

i  f  
subordinates was also included in questionnaire. The data reveals that Majority’of
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them (18% Chairperson, 20% COEs and 24% (^ans)do not welcome: the 

innovative ideas of their subordinates which was very "discouraging practice, j
H I
S i

5.3' Conclusions I  f
:l -   ̂Following conclusions were drawn on the basis o f findings o f the study: i

1. The results o f this study showed that most o f the controllers, all deans'and |
i  i  ■ 

Chairpersons o f the departments^ were basically! academicians and hadn’t '

received any type o f training or joined any managerial course before or after

Ijoining the current position. -V f
I I

2. Majority o f the administrators were found less proficient in planning according 

to the results o f the study. Most o f them were found weaker especially in pre 

planning the tasks and meeting their set out targets. Some were also weak in

implementation o f planed instruction but majority lacks in preplanning and
% _ f

meeting their setout targets. { I ‘

3. Majority o f the administrators feel a communication gap between them, and

their stake holders. The weakest aspects of administrators in the field of

\  ‘ 
communication were a difficulty in expressing their opinion. Especially the

administrators from the examination department feel problem in use of

interpersonal skills. { \I \
^ ‘

4. While analyzing the data against the decision making skills of. the
J :
% , . I

administrators it was clear that the decision making.power o f the admmistrators

was not strong. Particularly majority were seemed unable to make decisions ’

I 1 'consistent with policies and plans. •
‘4

5. Problem solving skill o f the administrators was also a part o f questionnaire.
•0, •

According to it majority o f the administrators was found unable to diagnose the
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problems. Main stream of them was not capable :'of making right situational  ̂

analysis. |   ̂ j

6. After analyzing the data o f staffing their were found no gap and administrators ?
' i  I 1

4. ' "found competent in all dimensions of staffing. |  j a

7. Analysis o f the data depicted that maximum number of administrators were not »
I 4  >* ; i

aware from financial rules. They also face problem to control budget. Majority j

' i encounter difficulty in handling accounts which was very pathetic^  ̂ for
I  j I

themselves and their organization. _ |  I

8. A very few administrators appreciate their subordinates on their hJetter

performance but maximum of thern was lacking the element of appreciation .in

their practices. No trend o f assessing and evaluating the performance of
i « 

I i  i
subordinates was found in the practices o f administrators. Majority o f them

.1 t
were found realistic in writing ACRs o f their subordinates. ^

' ? . I .
9. For looking the prevailing practices o f the subordinates their attitude towaixls 

their subordinates was also included in questionnaire, th e  data revealsUhat  ̂

minimum number o f administrators trains their subordinates for their

professional development and majority does not bother this important aspect.
I' i

Majority o f them do not welcome the innovative'ideas o f their subordinates
\  : 

which was very discouraging practice. £
f

10. Friendly environment works as a catalyst for increasing the efficiency level
.5  -  ^  f

of the employees. Least number o f administrators create friendly environment

^ i. 
for their subordinates. The data depicted that majority do not use the mcentives -

$

for reinforcing the subordinates.
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5.4 Recommendations J * |

On the basis o f the findings o f this research following recommendations were 

made.  ̂ i  1
I ■ ■

1. All administrators feel a gap in different dimensions of administration. So a
^ \ 

professional administrative training may be prerequisite for all higher order

administrative posts. ^ i
I 1

2. According to this study the administrators need training in the area of 

planning. Special training programs may be designed by higher education 

commission which should cover all dimensions of'planning. \

I . . .  ’ -

3. Administrators were found weaker in other areas': o f administrations such as
 ̂ I

communication, decision making, problem solving and staffmg. It means that 

they also need training in all these areas. |  ^

4 Administrators are the leading agents in the institutions and people on such
I

positions should appraise, monitor and evaluate the work by his subordinates. 

The data reveals that all three types o f administrators especially the deans

■ I
should make it a part of their practices. 1

1 i:

5.5 Further Researches ]
i

1. In this research the researcher included only deans, Chairperson and controllers o f 

examinations in sample because of the educational scope, time and resource 

constraints. It is recommended that further studies may be done on this topic 

including all higher order administratoVs in samp|e it should also take the 

administrators from all Pakistan for getting more and more generalized results.Sf i
And on the basis o f this research a training model should be developed for the

training of administrators. :
iI
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2. Training needs analysis of each type o f administrators o f universities may be ■ 

made independently in detail. Further the private sectc| universities should also be ^

included in such types o f research. |  j i

3. In non formal system universities, there is strong role o f administrators m progress 

o f the institution. Such type o f study should be conducted separately for non s

foiroal system universities. f *

4. There might be designed a comprehensive training program for the administrators

covering all dimensions o f administration. It may also be d e s ire d  m a form of

/■ '■ 
series on each dimension. . f
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Appendix A  |  

QUESTIONNAIRE FOR DEA^S

1. Nam e .______

2. Gender ______

3. Age ___________

Personal Information

4. Name o f  Institution

.=1'

5. Year o f joining the present position __^

Qualification
6. Academic Qualification (Please mention highest degree)

7. Professional Q ualification____________

Experience

8. Teaching E xperience_________________

9. Administrative Experience

10. Total Experience

Years 

_ Years 

- Years

i 1. Did you receive administrative training before joining the present position?

Yes No
11.1 Duration o f  the training (in Months) you received (please tick the relevant box)

Few days 1 -3 (Months) 6- 9^(Months) j 9-12 (Months) -

12. Have you participated in any M anagement Course after jo in ing the present position?

No IYes

13. To what extent the training you received has added knowledge about niy job. 

To great extent N ot clearTo some extent

14. Have you participated in any Management Course afterjoining the present position?

NoYes

14.1 If  yes, then please fill the following.

Sr. No N am e o f the course Name o f  Institu tion, Duration

t



15. Are you computer literate? Yes No
Please read each o f  the following statements carefully. Then indicate the extent to winch these 
statements reflect your practices and behavior. |  ’ |  f

Sr.

No.

 ̂ -i 
Statements \ | S3 a

a
O

^  i
e
’(/>esow0

s ^o .
2 '  " "a# -

u
>•u

17 Planning *4 'Jt

17.1 I plan the objectives m yself for my faculty. J  |
17.2 I implement the planned instructions received from higher 

authorities’ successfully. r ^ /9

17.3 I feel m yself capable o f preplanning the tasks. , %
17.4 I meet the targets set out in the plan. i= t

18 Communication ( 1
18.1 I use interpersonal skills effectively. . Sc.

18.2 I feel m yself capable to communicate with my subordinates 
effectively. - . •  ̂ 4  -

18.3 I listen, and understand the ideas spontaneously. f *

19 Decision Making k
19.1 I work according to my own set priorities.  ̂ f
19.2 I assign task according to their abilities. ^

T

19.3 I feel m yself competent in decision making. 1 i- . .

19.4 I consult the other members o f  my organization b e fo re j 
taking a  decision. 3

19.5 I make the decisions consistent with plans and policies o f 
my organization. i ^

•-

19.6 I like to examine all relevant information before making 
any decision. . I >

20 Problem Solving ? ' t
20.1 I face difficulty in diagnosing problem., _  ̂ .
20.2 I feel m yselfcapable o f  handling problem. - s . ^

20.3 I feel m yself competent in making situational analysis.f
20.4 I think about all possible solutions before making a |  

decisiofi
20.5 I consult about the problem  and its solutions w ith all team 

members.  ̂ , 1
20.6 I succeed in selecting the best solution.  ̂ “ 4
21 Staffing * s
21.1 I follow proper recruitment criteria for new appointments.

21.1 I make m yself committed for unbiased appointments. %
21.2 I want to be independent in  appointing and transferring? 

staff „ ' i
22 Financing . ,  ̂ ^



Sr.

No.
Statements ? i |

3 3
 ̂ . 1

Vi
a

<

s

o
C • .2
nuuo

s © •2 "• “  >

UV>
z.

22.1 I have awareness about the financial rules about my |  
institution. ' i i ’ t

4

22.2 I face problem s to control budget. I ^
s ^

22.3 I encounter problem  in handling accounts. f
22.4 . I feel the influence o f  higher authorities on budget. I *

23 Appraising Monitoring and evaluating J
23.1 I like to assess and evaluate the perform ance'of my staff -

23.2 I like to provide feedback.  ̂ i  .
23.3 I appreciate the subordinates on their better performance.

23.4 I realistically write the ACRs o f  my subordinates. 1

24 Attitude ofAdministrators During their Services '1

24.1 I avoid creating conflicts ^ d  confrontation with my ^
colleagues. J

24.2 I like to train  m y subordinates for their professional , |  
develojSment. 1

24.3 I cooperate and encourage staff. . i  1  :
24.4 I share the authority w ith subordinates for the betterm ent o f

f  ̂  ̂mv organization. t. t  /
-24.5 ' I delegate authority to lower formation for timely i  

completion o f  task. * i . I-
-

24.6 I warmly welcome the innovative ideas o f my 1 
subordinates. r i *

25 Prevailing Practices of Administrators % . S

25.1 ■ I create friendly environment in my department. 3
25.2 I trust my subordinates. , t
25.3 I equally treat all people under my control. j
25.4 I dislike m aking social relations to my subordinates. .. •.« t

25.5 I use incentives to reinforce the subordinates. . . i
25.6 1 w an t the com puter training workshops for my staff to | 

increase the proficiency o f  using computer.^ % :



ADPendix B |
 ̂ i  I  . ^

QUESTIONNAIRE FOR CONTROLLERS OF EXAMINATIONS j

Personal Information

16. Name

17. Gender

18. Age

19. Designation_______

20. Name o f Institution

21. Year o f  joining the present position __________ i

Qualification j
22. Academic Qualification (Please mention highest degree)

e  ̂ I
23. Professional Q ualification__________

Experience

24. Teaching Experience - „

i

25. Administrative Experience

26. Total Experience —----------

t Years 

Years 

—  Years

27. D id you receive administrative training before joining the present position?

NoYes i
27.1 Duration o f  the training (in Months) you received (please tick the  ̂relevant box)

Few days 1 -3 (Months) 6- 9 (Months)
• ‘ ^

9-12 (Months)

I
Yes No

29. To what extent the training you received hgts added knowledge about your job.

N ot clearTo great extent To some'extent

30. Have you pM icipated in any M anagement Course afte ljo in ing  the present position?

i N o 'Yes

15.1 I f  yes, then please fill the following.

Sr. No Name o f  the course Name o f  Institution Duration

M



31. Are you com puter literate? ^Yes No
Please read each o f  the following statements carefolly. Then indicate the extent to which these 
statements reflect your practices and behavior, j  ̂ |  '  i

1 Always 2 Often 3 Occasionally 4 |Seldom 5 ' .Never

Sr#
i  ̂ i  

Statements } , « |

 ̂ f  .

CO>> su
0

B
9Su
0

s '
0
2 >

17 Planning  ̂ i
17.1 I plan the objectives m yself for my section.- f
17.2 I implement the planned instructions received from higher 

authorities’ successfully. 1
17.3 I feel m yself capable o f  preplanning the tasks. |
17.4 I meet the targets set out in the plan. i f
18 Communication . i f
18.1 I use interpersonal skills effectively. , f
18.2 I feel m yself capable to communicate vrith my subordinates 

effectively. : _ f  .
18.3 I listen, and understand the ideas spontaneously. I , .

19 Decision Making 1:
19.1 I work according to my own set priorities. 1
19.2 I assign task according to their abilities. ‘ fr
19.3 I feel m yself competent in decision making. f i.
19.4 I consult the other members o f  my organization b e fo re | 

taking a  decision. 1 t 1
'

19.5 I make the decisions consistent with plans ^ d  policies'bf 
my organization. ! . . t

)

19.6 I like to examine all relevant information before making 
any decision. ' t

20 Problem Solving s ^
20.1 I face difficulty in diagnosing problem. 5$
20.2 I feel m yself capable o f  handling problem. |
2 0 : 3 1 feel m yself competent in making situational analysis .| #•
20.4 I think about all possible solutions before making a r f  

decision ’ .
V

20.5 I consult about the problem  and its solutions with all t e ^  
members. 4,'

20.6 I succeed in selecting the best solution..  . | .
21 Staffing * f i
21.1 I follow proper recruitment criteria for new appointments.
21.1 I make m yself committed for unbiased appointments, j '



S r# S tatem ents | |
<

s

0

^  ■ 
S '
esw
0  .

S'̂
02

U
>••u
Z.

21.2 I want to be independent in appointing and transferring’! 
staf^; ' »

22 F inancing  J |  ^ .

22.1 I have awareness about the financial rules o f my institution.
22.2 I face problems to control budget.  ̂ ' S  . . '

22.3 I encounter problem in handling accounts. , f
22.4 I feel the influence o f  higher authorities on budget. | i-

23 Appraising M onitoring and evaluating ^ t-.

23.1 I like to assess and evaluate the performance o f  my staff
23.2 I like to provide feedback. . ; i
23.3 I appreciate the subordinates on their better performance.
23.4 I realistically write the ACRs o f  my subordinates. ' 1
24 Attitude o f Administrators During their Services i
24.1 I avoid creating conflicts and confrontation with my J  

colleagues. . 4 -. 5
24.2 I like to train my subordinates for their professional ‘ |  

development. 4  ̂ '-'1
5

24.3 I cooperate and encourage sta ff  ̂ .iM s

24.4 I share the authority with subordinates for the betterment o f 
my organization. 5 . . i

24.5 I delegate authority to lower formation for timely J  
completion o f  task. . 3  .

24.6 I warmly welcom e the innovative ideas o f my ‘ 4  

subordinates.  ̂ ’ . ! . J
25 Prevailing Practices o f Administrators 1 i
25.1 I create friendly environment in my department.
25.2 I trust my subordinates. „ , ^
25.3 I equally treat all people under my control. , I'
25.4 I dislike making social relations to my subordinates. |
25.5 I use incentives to reinforce the subordinates. 1
25.6 I want the com puter training workshops for my staff to1 

increase the proficiency o f using computer., /  t
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Appendix C
I i

IS

QUESTIONNAIRE FOR HEADS OF DEPARTM ENTS

32. Name ___________

33. Gender !______

34. Age _______.

Personal Information

. k

35. Designation

36. Nam e o f  Institution } it

37. Year o f joining the present position ‘ I
- f I s  ^

Qualification * 1 1
T i .  ̂ . t

38. Academic Qualification (Please mention highest degree) -
' $ 1   ̂^ i

39. Professional Q ualification_________ . i  ^

Experience

40. Teaching Experience_______________

41. Administrative Experience

42. Total Experience .................
• '< a *

43 Did YOU receive administrative training before joining th e  present position?

No ‘I  IYes
43.1 Duration o f  the training (in Months) you received (please tick the relevant box)

Few days 1-3 (Months) 6- 9XMonths) 9-12 (Months) .

* g 3 f 2

44. Have you participated in  any M anagement Course a f te r  joining the present position?
f  L I  iK  I t \  ,

Yes No

45. To what extent the training you received has added knowledge’about your job.

N ot clearTo great extent To some extent

46. Have you participated in any M anagement to u rs e  afterjo in ing the'present position?
V

Yes :N o

15.1 I f  yes, then please fill the following. \
% I
5

Sr. No N am e o f  the course . Name o f Institution ? , Duration

. .



47. Are you com puter literate? Yes No
Please read each o f  the following statements carefully. Then indicate the extent to which these 
statements reflect your practices and behavior.

1 Always 2 Often 3 Occasionally Seldom Never

S r# Statements  ̂ |
\ i 1 <

s

o
'wB
.2V)«Uo
0  .

Bo
2“3

L.
>•
z

17 Planning ' . "
17.1 I plan the objectives m yself for my department.  ̂|  ^
17.2 I implement the planned instructions received from higher 

authorities’ successfully. , ..
-

17.3 I feel m yself capable o f  preplanning the tasks. , i *

17.4 I meet the targets set out in the plan. , , , ̂
18 Communication 1 .
18.1 I use interpersonal skills effectively.  ̂ . ' t
18.2 I feel m yself capable to communicate with my subordinates 

effectively. ■ ■ i-
-

18.3 I listen, and understand the ideas spontaneously.  ̂^ _
19 Decision Making i
19.1 I work according to my own set priorities. _ I
19.2 I assign task according to their abilities. ? S
19.3 I feel m yself competent in  decision making; |
19.4 I consult the other members o f my organization b e fo re j 

taking a decision. , f
19.5 I make the decisions consistent with plans and policiesJ>f 

my organization.  ̂ i , ‘

19.6 I like to examine all relevant information before making 
any decision. I > . :

-

20 Problem Solving | i , I -

20.1 I face difficulty in diagnosing problem.^  ̂ f
20.2 I feel m yself capable o f  handling problem. j. -

20.3 1 feel m yself competent in making situational analysis.^ -

20.4 I think about all possible solutions before making a f  
decision

20.5 I consult about the problem and its solutions with all team 
members.  ̂ .4

20.6 I succeed in selecting the best solution. _ ■ .'%
21 Staffing i . J
21.1 I follow proper recruitment criteria for new appointments.
21.1 I make m yself committed for unbiased appointments. |
21.2 I want to be independent in appointing and transferring! ■



S r#
' I

Statements ‘  ̂ i

,■  i

es •

< 5

B

o
e

u
o

S ^o 
2  '
x/i -

>a
z

staff. , j . 1. : J. T
22 FinanciDg ‘ |

22.1 I have awareness about the financial rules about my - |  
institution. 1S-

22.2 I face problems to control budget. i I
22.3 I encounter problem in handling accounts. * I %
22.4 I feel the influence o f  higher authorities on budget. . f
23 Appraising M onitoring and evaluating
23.1 I like to assess and evaluate the performance o f my staff ?
23.2 I like to provide feedback. . , i r4
23.3 I appreciate the subordinates on their better performance.
23.4 I realistically write the ACRs o f  my subordinates.
24 Attitude o f Administrators During their Services ^
24.1 I avoid creating conflicts and confrontation with my

colleagues. J . . , .1
24.2 I like to train my subordinates for their professional 

development. , , . i
24.3 I cooperate and encourage sta ff s f  .
24.4 I share the authority with subordinates for the betterment o f 

my organization. 1
24.5 I delegate authority to lower formation for timely 

completion o f task. . . .  • *
-

24.6 I warmly welcome the innovative ideas o f my  ̂|  
subordinates. •; t

f >■

25 Prevailing Practices o f Administrators i  , ,  J r
25.1 I create friendly environment in my department. i t !• -
25.2 I trust my subordinates. -  ̂ i f
25.3 I equally treat all people under my control.
25.4 I dislike making social relations to my subordinates.
25.5 I use incentives to reinforce the subordinates. ; I
25.6 1 want the computer training workshops for my staff t o |  

increase the proficiency o f using computer. ^4
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QUEST IONNAIRE FOR ADM ISN ISTRATORS

f
Personal Inforinatioh I

Name; - 

Gender 

Age; -

Designation: -

Name of Institution; -

B.

Year of joining the present position; - 

Qualification ^
m

Academic Qualification (Please mention highest degree)!
3  ^  • .  3 «

■ c.

Professional Qualification 

Experience

Teaching Experience____

Administrative’Experience 

Total Experience

Years 

Years \

Years .

Li
D. Professionallriformatlon

Did you receive administrative training before possessing the present position?

(f,'



t.

i

C l Yes

□  No i  I

If yes, what type of training did you receive? ■

□  Pre-service 

d  In-service

□   ̂On the job training 

n  Apprenticeship

□  Any other (please specify)

From where did you receive training?

n  Own Institution >

[ n  Training Orgaiiization

□  NGO 

n  Abroad
t

P n  Any other (Please Specify)________

Duration of the training you received?

The training you received has added knowledge about your job. 

n  Yes I *1

□  No  ̂ I I
You like to apply the experiences of your training during your.job ‘

Yes I

□  No j  I J f
Did you participate in any Management Course after joining'fhe p res in t position?

I i



n  Yes

□  No

If yes, then please write the following

Name of the course Name of Institution

Are you a computer literate?

□
□

Yes

No

f i  Duration of course*

If yes then tick the relevant box (You may tick all boxes if re lva n t) '

□  MS Office - 5 - t  I

□

□
□
□

Internet
s

Out Look Express 

E-Conferencing

Any other

1 .

2 .

3.
4.
5.

Always
Often

Sometimes /  occasionally
Seldom
Never

i  1 S, - }.

'ii



I

L
I

t?

if

n

Sr. No
 ̂ t

Statements i ^
i 1 

1

A
k
1 w 
t  > 1 n
I  5 

1 ^

« c 0)

CQ
C
o
w(0oo
o

B
o

> ■O
0>

' CO

i

0)>•  ̂o
! 2.,

1. You feel difficulty to plan the objectives yourself..
s

2. You face problem to implement the planned i 
instructions.

3. You are unable to preplan your work, j ^ i

4. You feel a gap in your planning. \
5. You are unable to use interpersonal skills 

effectively. ■
6̂. You feel yourself incapable to communicate with ? 

your subordinates. -  ̂ ’ g
7. You work according to your own set priorities. ^

i
8. You realistically set deadlines for assigning taskst 

to your subordinates M
9. You are Incompetent in decision making.

— —̂ ---------- —  . 1  I
I

10. . You consult the other members of your i 
organization before taking a decision T <i

11. You make the decisions consistent'with plans 
and policies of your organization i '■ ] i

12. You like to examine ali relevant information  ̂j 
before making any decision *1 i. i,

13. You like to express your opinions and impose I  
your ideas forcefully. j j

14. You face difficulty in diagnosing problem. i
-------------^ .1

15. You think most ot the problems you face are |  
because of you poor manaqement -J V

16. You face the problems very bravely arid handle I  
sensibly, i • 1

17. You tolerate the disagreements and resolve the |  
problems patiently. *  ̂ J

18. You are satisfied with the placement and work |  
oad of your subordinates ?  ̂ ft , ».

19. '

■

V'ou train your subordinates for better * |  
performance and accept additional -  ̂ {  
esponsibilities. 1

ft 1

20. 'Kou appreciate your subordinates for performing^
1



1

3 *•

' better in their jobs. 1
1

“ ;

21. You are sympathetic and give comfort to other 
people when needed \

22. Vuu avoid creating conflicts and confrontation 
with you colleaques s i  ̂ 'j

23.
i You cooperate and encourage teamwork.

' t
i

24. You listen the ideas of other people very 
attentively. *  ̂1

a

25. You share the authority with subordinates for the; 
betterment of your organization  ̂ ^ t i

26. You delegate authority to lower formation for  ̂
timely completion of task  ̂ ]

27. You treat the subordinates fairly and equally.

28.1
YOU feel confidant and trust your staff members.

«*
---------------------- -------  - ■■ y i * J

29. r uu always welcome the ideas of your staff # 
members ’ - _

30. You share your personal information and 
feelings with some of your Staff members or i,
colleagues. \ %

31. You dislike making the social relations with y o u r | 
subordinates. ' ' i t V

32. Your staff members feel freedom in their work, r-

33. You think there should be a friendly and pleasant- 
environment among the leader and h  j  
subordinates.- - - - - - - - - -  - H ^ .1

34. Vou design your meetings with staff to j 
inculcating them creative thinking, brainstorming 
and to generate ideas. * ^ 1 1

35. Budget allocated to you is sufficient for your ' 
administrative needs. |  ̂ i ;  ̂ ; ■

36. You have awareness about the financial rules 1 
about vour department  ̂ 1 f

37. All the amounts on different transactions are j  
utilized properly.  ̂ | j

38. You face problems to control budget.  ̂ ^ -
39.

>
f  your staff has problems to maintain accounts, 1 
î ou can help and guide them ? - ’ % i

' 40. I 
\ 
r

f  your staff feels difficulty in the preparation of |  
vorking papers regarding audit, you are able to .1 
emove their difficultv.  ̂  ̂ |

*■



41. Higlner authorities have great influence on the 
allocation of budqet.

42. You want to be independent in appointing & 
transferring your staff. , s ^

43. You face problem in assessing and evaluating f 
the work of your staff regularly  ̂ f

44. You like to give feedback.

45. You are realistic In writing the annual confidential 
reports of your subordinates. |

46. You use incentives to reinforce exceptional i  
performance. 1

47. You are eager to change the rules to facilitate  ̂
the subordinates and betterment of organization J 1

48. You encounter problem to select the purchase - |  
committee members. < f

49. Purchase manual contents are followed strictly.

50. You check the performance of purchase |  
Committee. |

_____51..-'^ You want the training of your staff to train them 4  
for the use of computer. ^

52. You face difficulty in personnel evaluation of I  
your subordinates. ;  ̂ | -

53. You face problem in human resource |  
management. i

-

Which style of leader ship you adopt during your practices.

□  Autocratic 

CD Democratic 

n  Laissez faire

Give some of the major deficiencies of educational administrators.

a.---------------------- --------------------------------------- ^__________ ______

b ---------------------------------------------------

c.



Please write the major problems, which 
administrator. you are facing as an^

a. } i

b.

c.

Please suggest some procedures to
overcome the problemsjfaced by administrator, f

,uona/,;s


