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The present study aimed at analyzing the Trammg Needs%Of Edugational Admlnlstrators
L

at University Level. The objectives of the study were; a) to 1dent1fy the admlmstratlve v

training needs of educational admlmstrators of un1ver¥s1t1es b) To mvestrgate the

problems and difficulties faced by educatlonal administration at umverSIty level. c). T

PRNANS. M

analyze the training needs of educational admtmstrators at %mversny level v
The population’of the study consisted of all déans, head of departments and controller of
examination of public sector universities of Islamabad. Population size was 270 which
cornprised of 24 controllers/ additional controllers, 49 deans and 197§~ heads of the
departments. A sample of 105 administrators were selgected which consisted of 60
chairpersons, 20 controllers and 25 deans were selected by§usmg convenient and stratifies

sampling technique. A detailed questlonnalre was developed in order to collect the
it
required data and mformatlon on variables of interest. Pllot test was carried out to check

the reliability of the 1nstrument The opinion of experts was taken to validate the tool. A
i

total of 150 questtonnalres were distributed among part101pants, of whom 105

3
questionnaires were returned. The results of the study conclude that educatlonai

.

i
administrators fee] a gap in their practlces partlcularly in the area of dec151on making and

b
communication. The study also concludes from the results that the administrators feel a

{«’
need of training in the area of financing. Most of the admlnlstrator had no opinion which

means that they were not bothering the 1mp0rtant eleme%t for encouragement Wthh is

iy

appraisal and evaluation. On the basm of the ﬁndlngs of the study followmg
« 1 i

recommendations were made. There may be some tralnmg for adrhinistrators before or

after joining the position. Such training may be prov1d4ed in ‘mode of workshops or
refresher courses. Finally it is recommended that the professwnal education and. trammg

of admlmstrators both components may increase the efﬁcéncy level of admmlstratlon.
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1.1 Introduction

A iy mieael oAy

The administrators play a pivotal role in the progressi‘of institutions being the in-
charge of specific department and all the planning and management in the institutions

t
revolves around the performance of the adniinistrator. Successful operation of an

%

Educational Institution requires competent asministratorég To lead the institution
effectively cd;;éatiohal administrators deal witl; a number of problems, situations and
people. To use their abilities and skills proficiently an(_i‘- to enharice the level of
performance, prospective preparation and thus arrangemeri‘i of training programs is
necessary for them. Specific tasks of Educational Administf%tion can be Vdescribed‘in a
number of ways. Educational administrators are responsible. for curriculum instr‘uc}ion,
negotiations, physical facilities, fi nance and business, pypil personnel, evaluation aild
supervision, recruitment and selection of employees and %)ublic relations. (Hoy and
Miskel, 2001). —

Educational administrators set educational standards and goals and &evelop the
policies and procedures to achieve them. They also supervise managers, supporting staff,
teachers, counselors, librarians, coaches, and other subordinates working under their
control. They develop acaderic 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 of the administration to administer record, prepare budgets, and
perform many other duties. They also handle relations w1th parents, prospective and
current students, employers, and the community.xIn 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 with a specific function.
£

I
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Educational administration performs function in the following broad areas: -

3
i.  Decision-making
3
e - - - = & *
.  Policy-making . i )
- . Managing Human Resource §
iv.  Programming ’ G
!
v.  Stimulating {
¥y
vi.  Budgeting and Control 1
]
vii.  Appraisal and Evaluation *
vili.  Coordinating i
H

These different functions of administration clearly indicate that the Educational
administrator needs training in all these aspécts. At Uni;/ersity' level for example

chairpersons or chairpersons are in charge of ‘departments: that had specialization in
£ . :

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

Sx teaching, they coordinate schedules of classes, assignments and presentations ; propose

-budgets; develop criteria, test and other terms for recruitment, hold interview, and hire -
.

applicants for teaching positions; evaluate -faculty rdeinbers; encourage faculty

development programs; work in committees; and perform many other administrative
duties.
i -
At university level administrators in different areas direct and coordinate the
H

provision of student services. Presidents or Vice Chancellors of universities, deans of
faculties, and Directors of 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 ¢ach of these services. Registrar and his subordinate are custodians of all the

¥

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

&

.
ps
-t
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Wi

admissions make his staff to manage the process of recruitiné, evaluating, and admitting

students, and work closely with financial aid directors, “who oversee scholarship,
1 .

fellowship, and loan programs. Controller of examination "{makcéhis staff to conduct

T

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

LY

3
3

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

ey,

e

and implements the schedules of classes, and analyze en

ollment and demographic

po. P

statistics. Registrars and admissions officers at most institutions need computer skills
IS

because they use electronic student information systems. - g

{

A series of activities conducted to identify problems or other issues in the
o . . S i . C
workplace, and to identify the areas in which training is required is called Training needs
analysis. It is the first step to bring a change. A needs analysis is basically conducted to
x

fill the gaps between the current and desired situations. The first step of needs analysis is
;:

to collect the document concerning the present practices and functions.

3

1.2 Statement of the Problem

Educatiop is the basic neéd of every citizén and withoét promoting the standard of
education a nation cannot make progress. Moreover to brinAg quality in life we sﬁould
bring quality in education at all levels in general .and at higher education in particular. To
improve the quality of higher education and provide the §ef‘vices in better way it is
necessary to improve the quality of administration particulat?iy academic administrators.
By reading the related literature and practices it seems essent‘;?ll that there should be some

sort of training for administrators of universities to make their services more efficient.
E

: H
Researcher found no researches in this important area. The p?esent study was carried out
for the same purpose. The study was undertaken to investigate and review the eXisting
£ .
training practices, difficulties and problems faced by universities for their administrators
B §
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and to evaluate their training needs. The results of the study will help in planning training
for administrators.

1.3 Objectives of the Study

B S L L

The major objectives of the study were: -

1. To identify the Administrative training “needs of educational administrators of
£ . 4

universities. 1 3
i
2. To explore the problems and difficulties faced by educational administrators at

P

university level.

3. To analyze the training needs of educational administrators at university level.
E

-4 i

1.4 Significance of the study -

i

Presently, there is no such specific training syétem 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 of the Educational Administrators, it is felt that some kind
¥

of training for educational administrators not only indispensal;ie but also desirable.
The study will also be useful for the Educational Administrators at university level, senior

executives, policy makers and governing bodies in a university system and the findings of
- ' ¥

this study will provide a picture of their training needs. It will be beneficial for policy:

makers to know the deficiencies in the administrative setup of educational sector-at

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

-

the administrators or to specify criteria for their selection.
3 5

1.5 Assumption of the Study

Following were the assumptions of the study 3
a. There is no specifi¢ professional education or pre-service or in-service training

for appointment as an administrator.

e

A
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b- Most of the administrators at universities were basically academicians posted as
oo,
adniinistrators either by promotion or through direct sé;lectlon.

T
c- Educational administrators feel the néed of training for better performance.

1.6 Delimitations of the Study i
Because of time and resource constraints study was delim}ted to: :
i. Public sector universities of Islamabad. z
ii. Univetsities having formal system of education. .

B

iii. Only Deans, Chairpersons and Controllers of Examina'ltion.

1.7 Methodology

Tk %

The study was descriptive type. It em;”)loyéd the Folloviling research methodology:
+

1.7.1 Population i

Administrators of all universities of Islamabad were thié population of the study.

oy A

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

3.

and other barriers.

TR AR

1.7.3 Sample size

€

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

Sample comprised of three groups

f
3 3

1) Chairpersons or chairpersons. :

4

2) Deans of the faculties. N

h;

3) Controllers of examination. ;

i

ES

t

1.7.4 Data Collection Tool
-

b
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Questionnaire

T e st il

i pmesen "

&

Three questionnaires were developed. One for the controllers sécond for the dedn
of the faculties and thlrd for the Chairperson of the departments The Questlonnalre

comprised on two parts; one part was based on five pomts erert Scale and oOthér

H

e

comprised of open-ended questions.

o

Questionnaire covered the following dimensions of administration:

e Planning’ i
i

e Communication M

e Decision Making i
1

e Problem Solving i g

¢ Financing

o Attitude towards subordinates Z
E

e Prevailing practices

v

ey

¢ Problems Faced by Administrators

e

o

1.7.5 Pilot Study
The constructed questionnaire was subjeéted for pilot ;}study in order to determine
the” validity and reliability of research tool. The reliability 'of the scale was measured

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

&

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

A
3

five experts of educational administration and manageﬁrent. Some improvements,

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

-
El

questionnaire before the final administration in the field by-?;’the researcher herself. No
2
enumerator/ field assistant was involved for data collection during pilot testing.

1.7.6 Data Collection

S S

““T’?""""V"""“:W
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After developing questionnaire researcher administered personally to the selected

O3, wipme vt iy B L

s,

i
i
¥

b 3
sample after pilot study. { i
1.7.7 Analysis of Data 1

{

Data was analyzed on percentage score basis. On the basis of analysis of data,

findings, conclusions, and recommendations were made. Last‘l’y, the Training needs of the

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

needs and existing training practices were compared. i

: i
1.7.8 Definition of Terms H !
Educational Administrators ¥

3

The individuals who set educational standards and goals and establish the policies
¢
and procedures required to achieve them, siipervise managers, support staff, teachers,
. 13
]
counselors, librarians, coaches, and other employees, manage ;cafee”r’ counseling and other
3 H

student services, administer record keeping, prepare budgetg, and perform many other

duties in educational institutions are called educational administrators.

R‘ L]
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CHAPTER2 X
Review of Related Literature ‘

1S i; . s i -
Nowadays education is considered to be a means of development not only for an
i

individual but a nation as a whole. Masses are gétting aware éf the need of the basi:i' tool
of development which is education. »
2.1  Education

Education refers to the process of acquiring infor%atioﬁ leading to learning.

P

Education can be divided into two main types:

e Formal learning through any sort of institutionisuch as a school
Fe

e Sclf-taught learning through self life experiences

Generally, education helps in learning basic life skills, as well as advanced skills that
. . 3
consequently make a person more productive and'to be attractive in the job market

(Mehmood, 2001). #

Education is the basic need of the society. Education prepare the individual.of a
society to peiform their duties effectively while joiningsany profession .Educated
i

personnel are the main wealth _of any nation. Education is concerned with the

development of a whole person. It involves students acquirin‘gknowl'edge, skills, attitudes
£

and values that will be part of their life. It also involves ca;ing for the developme}it of
i

& .
individual intellect, emotional, social and physical growth (Crowl, 2007).
E

5

There are three stages of education in Pakistan:

e Elementary education; . A
1. Early Childhood education E
2. Primary education §
3. Middle education 1_'
i
%
:
3
] _
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TR

H i
¢ Secondary education:
1. Secondary school certificate A 1
2. Higher secondary school certificate 4 i
e Higher education: i
1. Graduation : ’
2. Post graduation i i
Higher education is delivered in two modes ; ?
1. Formal Institutions
2. Non Formal Institutions g

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

F

%
E

types mainly formal and non formal.

Higher education

Formal institutions Non Formal Institutions

i

¥
:
b

Formal education system is highly institutionalized, and well hierarchically
!

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

2.1.1 Formal Education

taskforce, institutional facilities, organizational —structure, and massive financial
investment. In most of the countries the formal education system is supported and

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

b S

it

private system that may provide a comparable education.

ey
-
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2.1.2 Non Formal Education

i
“

i

It may be defined as any organized educational activity intend to serve learning :
' ¥ : :
1
objectives, however, outside the established formal systef‘n. It is not bound byZ any

3 L

hierarchically structured and chronologically graded educatlon system like a formal
system. It is also intended to serve identifiable learning cllenteles and it mofe orlented

towards enhancing learners’ life skills informaly. Face to face component may or:may
i

not be involved in such learning. Non- formal educatlon programs need to be

implemented with specially trained manpower (i.c. mstructprs of teachers) along.with
3 r ’

active participation of facilitators from the commiunity. i

s

E . .
In recent decades much stress has been given to enhance the quality of distance
g ¥
2 ¥
education. The success of distance education lies upon the “service quality, and learner
b )

satlsfactlon in time delivery and communication. The problem of untrained human

resources may overcome by implementing distance educatlon The relationship of quallty

i

. 3
and distance learning is like bridge and both are essential for each other.
E]
Any educational organization by using the techniques of distance learning can
{
cope with this problem. Success of distance learning progrdm depends upon quality of
§

supporting source Claus and Dooley (2005), Carrier and Harvey (2001), Yilman (2605),
comments that “distance learning has become an important léarning option for educfition
system and training solutions in the human resource developr} ent area.”

Pakistan is the one of the developing countries. Educa;ional system of Pakistan is
working under the umbrella of formal and non-formal education system. Remote areas of
Pakistan, which remained ignored in the past, ar¢ now g_c;?ing benefit from distance

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

formal schools distinguish themselves from the formal Schools sponsored by the

®
z

Government of Pakistan. Some of these includes selection of teachers from the jocal

10,
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differences of two modes as narrated by the Dbois, Padouan

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

22  Concept of Management
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Establishing and achieving objectives are challenging and r

11

referred as parents and community of student’s education €

most important enriching element of learning experience, rega
: -

In the creation of heaven and earth, day and night, in

it diee

z

i

i

o,

[

E 3
¥

=

i & iidwirngs

g oy

i

Almighty says: “Do you find any mismanagement in the work of the Merciful?” (Sura Al
£ A

I

Ed

K.

-

activities: schools, business, churches, government, unions, a

A 294,

s

1

. 10 thousand article and books have been published on this subgcct.

F

| community, schools are situated nearer 0 residences of children, and the curriculum is

more practical and related to issues that children may face 1;1 their daily life. It fnay be s

§

P -
mphasizing on provision of

¢ . i
education to girls and under privileged groups. Many scholars have evaluated the

4
and Stew (2006), however,
i

L P . . 5!
scholars argue that experiencing different ways of education may be considered as the

rdless, whether one systefii

?

¥

-5

Management plays a vital role in our lives, nothing happen without management.
1

We find a kind of management going on around us in a well managed manner, Allah

-F

i
4
3
&

“astrological movement and

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

?.

far as human beings are concerned, they also require management in all their activities
and we find beings are concerned, they also requires managerﬁent in every facet of human

rmed forces and fam;ilies.
i&arding 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
f .

&

_ . . 2 o b
the accomplishment of many social, economics, and political goals in any country.

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

¥

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

4

!
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A very simple definition of management is?' it is an art of gathering

different people for the achievement of common goals Most popular and often

i
quoted is “getting things done through other people »3 Armstrong (2004) defines

leadership as influence, power and legitimate authorlty acquires by a- leader to be
'S
able to effectively transform the organization through the direction of hufman
£ 3
resources that are most organizational assets, leadmg to the achlevement of
!

desired purpose. Management process consists of planmng, orgamzmg, actuatmg,
and finally controlling activities to be performed for dete‘rmmmg .and
accomplishing the objectives stated with the help of fmman and others resources

(Terry, 2002, p.4). I

i
(3

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

2

the personal groommg and personal experiences in life. Even the environment in Wthh

the manager or leader has spent his time matters a lot. The term styles are roughly
equivalent to the Mannes in which the ]eadership/mangjr influences subordnj(ates.
f
(Luenburg and ornstein, 2006) ; :
The term of management differs in different perspe';ctives. Its meaning ch;nge

3
with the person to whom it is being referred. In” general terms; management iS a process
which contains planning; managing and allocation of g'resou’rces to accomplish
organization predetermined objectives and evolution of its ‘achievement and then

F

ge e : W A . [ . 3 . . - El
reconciliation. The term resource covers, human, materials, machineries and ﬁnances

required to run the business of an organization.

i
\z

PR N T T

“Management is the process of planmng, organizing, leadmg and
controlling the use of resource to accomplish performance goals” (Schermerhon, 2008).

The aim of management is to deliver results cost effectively in line with custof'ners

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

4

T
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who can be inspiring. Inspiring leaders moves us to chan

managers motivates workers to work harder.

Management of staff working in distance education;

management because they may not be familiar with the sy

To cover come suspected issues, a team needs to set up 1o look into the personnel.

2.3  History of Management

P LT UQ,*.;._,,,,..,, .

.
H
s

i

e direction while inspiring

E
3

can be challenging fof the

£

stém and working conditions.

i

B

¥

i
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The history of management lies in the centuries back, started ever since people

H
=

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

definitions of management but the most popular and often quioted is “getting things done

4

through other people”. Therefore management is a distinct prgcess consisting of planﬁing,

organizing, activating and controlling.

2.4  Origins of Administrative theory

Aerow wew

i

i
i

The evolutlon of leadership theory began thousands of years ago. The Egyptlans

for example demonstrated complex organizational skill in corélstructmg pyramids in 5000

.{r

3

B.C. The Babylonians ¢reated the highly sophisticated codf;f of Hammurabi sometime

1
3

between 2000-1700 B.C. Thousand of years ago, Chinese hacl§ 'complex training programs

for training leaders and scholars. The bases of lee;dership theory are ancient.

2.4.1 Douglas McGregor theories of management

In 1960s Donglas McGregor developed theories of management at the MIT §]oan

E

i3
2

&

"

g :
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 differént attitudes toward work force.

i) Theory X

The managers acting on theory X believes that the erﬁploye'es‘ do not really want
. ¥

oy ‘%w

3

b el

. 2
to work they would rather avoid responsibility and it is the duty of manager to structure

13
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the work and energize his employee. The base of, this’thgory is that employeeé are

\
3

inherently lazy and always avoid work and work is also 1nher1ted in employees. Therefore
-i
management believes that workers must closely supervise.’ 'A hierarchical structure is
i
required with strict span of control at each stage. Managersz adapting theory X lead to
.!
mistrust, highly restricted supervision as well as a puncture?atmosphere Beliefs of this

t

theory lead to end everything in blaming someone. This theory refers the managers to
think that employees are just interested in earning money byédoing the job. They aly’yays

%
use to blame the employee without investigating whether it may be the error of sys}tem,

policy or lack of training which was responsible for the probléms. £
ii) Theory Y i .
y :

3
Followers of this theory apply self-control and self-direction in the pursuit of

organizational objectives, without external control or the threat of punishment.
% ;

v - - - . . g . - L.
Commitment to objectives is a function of rewards associated with their achievement.

Employees usually accept and often seek responsrbrlrty The capacity to use a high degree
E

!

of imagination, ingenuity and creativity in solving orgamzatlonal problems is w1de1y, not

narrowly, distributed in the population.

N tame e wie

2.5 Management styles

3
3

Management styles can be employed depending uporf i) nature of task, business,
and workforce, ii) personality and skills of the leaders. This*idéa 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 clrcumstance Therefore leaders should
}

exercise a range of leadership styles, however keeping in. view their suitability and
¢ :

appropriateness.’ .

5

i) Autocratic

s e il

. i
An autocratic style means that the directions of business should remain cons;’tant, ,

14 b
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i

and decisions should be similar. This, in turn may project a%l image of a well managed
% -

‘l
¥

business. On the other hand, subordinates may become depe'ndent on the leaders and need

f

x t :

supervision. ¥
3 E ®

ii) Paternalistic ¢ 4
2 =

A paternalistic form is also essentially doctoral. In th s style of lcadershlp the

pigvbary

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

LA

good example of this phenomenon would be David Brent or:  Michael Scott running the

business in the fictional television shows the office. The leader explains most decisions to
£
k3

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

balance out the lack of workeér motivations caused by an autocratlc management styles.

3 .
Feedback is again generally downwards, however feedback to the management will
H
occurs in order from the employees to keep them happy. az
t
iii) Democratic ; i
In democratic style, the manager allows the employees to take part il decnslons-
i !
making: thcrefore everything is agreed by the majonty The communications is extensive
£
in both directions (from subordinates to leaders and v1ce—versa) These styles can be
!

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

%

specialist skills. ¥ §
iv) Laissez-faire :
é’,

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 of management and

3 &

uncoordinated delegation occurs. The communications in thlsvstyle is horizontal, however
¥ i
very little communication occurs in comparison with other styles
Es
Contemporary theories of Management H
i) Contingency Theory 2 .
15 i
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In this approach before making a decision a manager ! ‘must take all aspects of the
;
current situation in mind and act on all those aspects, which play a role in the s1tuat10n at
s

hand. Basically, this approach refers to the adoption of style dependmg upon the s1tuatron

&

v

~1
7

and circumstances. For example, an autocratic style is probably best for a person
commanding the army but comparatively participative & facﬂ;tatrve style is more su1table

for a Dean of faculty or Head of department etc.

T R L

i
1
1

r!":"!f"'“" s e e

v) System’s theory

Systems theory is base on the definition of system. A k’;olle‘ction of parts unified to

accomplish a test or perform a goal. If any part of the system 1s missing, the nature of the

3

system will totally change or system may out malfunction. A: system takes inputs process
: :
then and gives us outputs. It is basic theory recently with tremendous changes in

organizations thing theory is used. This has changed the interpretation of management?
i Ky
The writers, educators, and consultants etc are helping managiers to take organization in a

2

broader sense; this theory brings recognition of different parts of organization
k]

[

vi) Chaos theory

e g B

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

acting on the basis that organizations events can always be 'cofitrolled. Chaos theorists say
;_.(,
that systems drive towards more complexity and to mamtammg such complexity m e &

'?

more energy is required. 3
2.7  Functions of Management : 1
£ :
Management performs different functions. Rue and Byars, L.L (2000 p 7y
E' iEt
describes the functions of management. :
2.7.1 Planning ’ !
3
i. Performs self —audit-determine the present statas of the organization.
: . i
E b
ii. Survey the environment. é, s

raop



 § iii. Set objectives. - !
: .
iv. Forecast the future situation. ; R
¥ . § “ 3 i
» V. State action and resource needs. !
vi.  Evaluatés proposed actions. i S
. R . H
vii.  Revise and adjust the plan in light of control results and changing
:>§ b
conditions f ::
viii. Communicates throughout the planning process. .
EY
2.7.2 Organizing 4
i, Identify and define work to be performed. : i
ii.  Break work into duties. 1 3
ii.  Group duties into position < :
iv.  Define position requirements 3 i
! :
v.  Group positions requirements % i
v ; :
i
= vi.  Group positions into performed, accoun'fablllty6 and extent of authority.
* ¥
H .
vii. Revise and adjust the orgamzatlonal structure in light of control results and
¥
changing conditions. E "
L
viii. Commumcatlon throughout the orgamzmg proce
2.7.3 Staffing % 1
i.  Determine human resource needs. * :
; %
ii.  Recruit potential employees i
= H T
iii.  Select from the recruits :
1 3
. i
iv.  Trains and develop the human resources i
v. Revise and adjust the quantity and quality of the human resources in llght of
, i
B control and changing conditions
,‘,( vi. Communicate throughout the staffing process. % %
- . 3
%
17 ]
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2.7.4 Leading ! b
. & i
i, Communicate and explain objectives to subordinates
ii.  Assign performance standards ¢ ! f
; :
iii.  Coach and guide subordinates to met performance standards i
3
v, Rewards subordinates based on performance. $

v. Praisé and censure fairly.

PEPTIPPRN

vi.  Provides a motivating environment by communicating the changing situation
i .

[

Fmoro it

and its requirements. i

vii. Revise and adjust the methods of leadership in thé light of control results and
7 v
changing conditions. )

Sahe AP el R

R
W .

i
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viii.  Communicates throughout the leadership process. %
2.7.5 Controlling: §
i,  Establish standards. . ?}E
ii.  Monitor results and compare stand'ard:s. ;

iii.  Correct deviations. E;

1 i

¥

iv. Revise and adjust control method in light of control results and charijging
conditions. . ’
¢

v. Communicates throughout the control process.

2.8 Educational Management

. S A

K

. E
Educational management is the study of operation of educational organizations.

. &
Educational management is mainly concérned with the objectives of education. .

: £ H
Objectives of educational management are to issues direction and support t0 strengthen

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

£
%

~

LI U

management as:-

i “ . 4 . .
“Management possesses no super-ordinates goals or values of its own. The pursuit
1 3

b :
2
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3

i
of efficiency may bé the mission statement of manage rent but this is cfﬁcrency in

i
"

the achievement of objectives which others define.”

w@‘;“-'PW:nnv![! et Bna-u‘.-'t‘.fw«ﬁmmpw

The process of determination of aims of educatronal organizations mcludes

‘ i

i

principles or others senior officials. These objectives are strongly influences by pressures
i
groups and external environment. In many countries national Eurriculum is often desi gned
. z; i
by the government and school and colleges are just to im‘plem%nt it. i
E 3 n
! :

The main issues to uplift political pressures of social Zfroup and design strategy to

. . e ¥ . £
reduce external environmental effects, leadefship and management reducing external
5._ 1

environment influences, leadership and management may b(; given equal 1mportance to

achieve goals. 4 £

P
wiad iR A,

2.8.1 Office Management

‘!

i A

Implementation of policy decision made by the top levcls management is done by

the bottom level managers through management. Singh, B. P V. K & Kirla N/K ( 1988)

E‘

present the following definition of management :- S

bl gl

«Office management implemented the principal of management to get the work
i

done through office. As per function of management ito run the business of an
organization there are three levels of management 1.e. tOp management mrddle

.

management /junior levels management and the bottom leYel of management.

2.9 Mahagi:t‘ial Role of an Administrator

X
B

Heads play a pivotal role in their institution. They have to be very actlve and

vigilant to delegate the duties. They have to understand the personal interest and aptrtudes
¥
of teacher satisfy their subordinates having different points of views on the same issues

Wanii

:v - - o - s
or; problem, settle personal and group conflict within -institution, make tension free
environment of the institution. .

According to Valeri et al (2003, p.37)

19 ¢
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“Heads and other senior staff with management responslbrlmes within mstltuflons

are of crucial importance. Only if they are effectlve managcrs of their teachmg

Fewypen

P

staffs and material resources available to them, as well as possessing the qualmes

of effective leadership, institutions offer pupil the quahty of educatron they have a

right to éxpect. The main role of the heads is to facﬂltate daily working of the

educational institutions, to balance their need for resources and bridge boundarres

between institutions and external environment. The heads must be fnendly,
k
cheerful to his/her subordinates in order to facilitate.&their work. He/she sk}ould

facilitate his/her subordinates to accelerate the performance

Uy

According to Govinda (2002, pp.212-2 13) heads has to play multiple roles at therr

i
institutions. The following are some major roles which held to play.
k

2.9.1 Academic Administration %

ooy oplawg, [Zar

Under the académic administration, the curriculum management activities hold an

important place including implementation of curricular calendar formation of tlmetable,

L 3

timely and effective curriculum transaction continued and comprehensive evaluatior_rs of -

students through examination, organization of co-curricular acffivities. :
2.9.2 General Administration N

It involves heads giving admission to students, handlmg students and teacj:hers

union, work allocation, checking absenteeism and alterr?!ate arrangements, seeiking
3

cooperation, supervision and quantity and quality a'ssessme'ht of teacher’s work, "’;rreed

identification for capacity building and making arrangement fér the same.

i3

| i
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r 2.9.3 Financial Management

sy
L

, . .‘,- y oo L
It includes generation and mobilization of resources, allocation and utilization of -
] 3

f‘j

[ N
v o,

resources and monitoring and evaluation of expenditure. It'is notable that at any l;_evel,
. P
despite the availability of.accountants and clerks, the heads has to devote more time than

£

5

normally expected. Heads have to spend considerable tinife in supervising the \Evork
%. g.

accountant since they do not have specialized training .in the fields of financial

management, it takes a lot of time to understand, follow and then supervise the related

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

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

i
¥ £
are thus generated. 3
{
2.9.4 Material Resource Management 1

1 P . ot
At secondary level, keeping up material resources require more attention of heads.

Heads have no power to incur expenditure ds and when required. They have budgetary
" rigidity and far any change they have to seek the permission of higher authority.

3+

e o

2.9.5 Community linkage

t
i

; 9 :
Establishing linkage with community to ensure enrolment, seek teaching help,

£
from capable individual of village require a lot of effort on the part of heads. It is

oMb

3

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

| .4 v s g
problems, political and administrative pressure and restoring school credibility in the eyes

ES

e

e
3 & 3
¢ ¢

of public.

Therefore, heads should be trained for individuals and group interactions,
1 :

. . . . . . . X :* . « s .4
community linkages and relationship, financial affairs as well as routine administrations.
-

3

.
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2.10 Role of Administrator .

3 -
H w0y

S

Head is the key stone in the arch of the institutional admlmstratlon He/she i 1s the

4

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

machine or the engine of the steamship is head to the educatlonal institution. He is the
;

organizer/leader; governor, business director, co-coordinat_gr, superintendent, gu;ider,

philosopher and friend. Heads is a group leader who knows EOW to involve peo‘ples’ihow

to arrange condition$ and initiate process that will brings out tf'ae best in each particip%nt.
The head teacher is a group leader to direct and stimul%te group effort. The hj;ld is

the dispatching station at the center of the education and endedvor. :

2.11 Role of Leader .

B

%
Leadership may be the first and most important requlslte for a good head

Kingdom (1999, p.34) have been written about I&adership. The qualities and functlons of

s

the best leader ate:

i, Establishing and implementing an. irfplicit ‘or explicit mission and

administering activities that produce result. !

A ik

ii. Supporting the teaching and learning process.
iii.  Establishing and supporting the curriculum. |

iv.  Creating a climate for high quality research. 5
v.  Acquiring and distributing financial resources throxi)gh budgetary managertlent.
i 3
vi. Managing the academic personnel function. i !
vii.  Coordinating students affair ‘
. ¢
viii. Mairftaining‘ the physical plant and basic operﬁtion to provide necessary

s g
support services. i .

These activities are dealt with in one way or another by academiéi’admivnistrators.

The key to understand, how an administrator actually is performing, however, is hidden in .

22 ¢ i
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the words. “One way Of another”. How “ore or another” is executed is basm in »

B g

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

achieving its mission.

Ve s b

2.12 Training Needs for Administrators

a "WM’\‘%"**"“' 2
b

One of the fundamental requirements of the work is that all employees are 1

: F
adequately trained for the work that they carry out. Staff must provide with sufficient

B

- information, instruction and trading to ensure they are’ aware of. the jobs and the :
: .

responsibilities. Training is also essential to raisé the level of staff and student about the

work and environment of the university. *

e o A

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

that should be the integral part of the ongoing instruction and;supervisi(‘)n of the staff and
4

students. To supplement local Training in the university to the heads, it is very 1mportant
for the heads to assess the Training and coordmatlon and motwatlon techniques to handle

and motivate their subordinate. [t’s essential for all the heads that they clear about thelr

i
responsibilities towards students and staff and how to assess manage and monitor the1r

et

responsibilities.

2.13 Training needs analysis

r“'t’-n v»uv.&

The training need analysis is @ critical activity for the training and development of
an institution. Whether we are a human resource generalist o“f_»a specialist, we should be
skiliful at performing a training needs analysis. It is usegi- as the base for shaping

: : _— o $ o _
instructional objectives, the collection and design of 1nstruct10nal programs, the

i

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

e

processes form a continuous cycle which always begins W1th a needs analysis. The

analysis begins with a "need" which can be recognized "in several ways but it is
" [
commonly described as a gap amorig what is presently in place and what is considered

kS

wed
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necessary, at present and in the future. Gaps can embrace dlscrepancxesldlfferences

betwéen the expectatlons and the actually happenmg, existing and preferred “job
=§

3
performance and existing and desired competencies and Sk]llS i
;
! &}
A ‘]
Posiion ca i
DBescriptions % P Ana!y
(Occupat_ima|; Job .

An individual's Curent
Cm'petencles

~Cu(rpetency
(Persunal Conmency

‘Training Package -
Australian.
‘Qualifications.

Source: http://marcbowles.com/courses/dtaa/taa9/taa9b.htm

gt ook

The purpose of a training needs analysis is to determine the performance
necessities or needs within an organization in order to allocate Fesoutces to the different
areas according to their need, those that directly relate to satisfying the organizational

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

: 7 E ¥
2.14 Needs Assessment § 3

i

Training must be directed toward the accomplishment of some organizational

+
objective, such as more efficient production methods, improved quality of product or
services, or reduce operating costs. An organization may commit 1ts resources, only to

those training activities that can best help in achieving its SbjectiVe. In general, needs

gt ¢
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assessment may be conducted in three ways: orgamzatlona] analysns, functional umt or

departmental analysis and individual employee analy51s Sammers D. (2002) elabo'rated

;

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

technical and vocational training which may address the needs with the understandmg of
2
role of technical and vocational training in the economy and educational system of the

S L ]

country. $

E

The purpose of training needs assessment survey (TNAS) is to facilitate an
organizations to evaluate current requirement of staff tralmng about identifi catlon of

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

~E
€

E

performance of the personnel who have training .

i

g

2.15 Training of the Administrators :

Training involves the employees for acquiring 'skiils or learning concept to
increase his /her performance. According to Mani, (1999: p.10), generally, the new
employee’s manager has primary respon51b111ty for training m how to perform thev job.
Sometime this responsibility is delegated to a senior employee in the departr?ent.

3
Regardless, the quality of initial training can greatly influence the employee’s job attitude

and productivity

P —

.16 Training Method of Employees
Although employee training takes place in traditional we);s, many organizations‘: are
increasingly relying on technology-based training method because of their accessibility,
cost and ability to deliver information. Accordmg to Robbms (2005 pp. 232- 233)

manger need to know whether their employees are performmg their jobs efﬁ01ently and

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

i
r
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2.16.1 Traditional Training Methods i
i e

i. On —the-job employee learn how to do tasks s_iinply by performing ti1em,

usially after an initial introduction to the task.

A st mAA AN g

ii. Job rotation employees work at different jobs in a particular area, gettmg
1

exposure to a variety of tasks.

#

n experienced worker ‘who

i
iii. Mentoring and coaching employees work with

s m g, -'a'“&*w I s o

provides information, support, and encouragement: also called apprenticeships
in certain. .

brppne A

iv. Experimental Exercise employees participates in'r:ole playing, simulations, or
other face-to face types of Training. % i
v. Workbooks/manuals Employees refer to Trammg workbooks and manuals

for information.

2.16.2 Technology-Based Training Methods

L gt

i. CD- ROM/DVD/wdeotapes/Audlotapes/podcasts ‘Employees listen 10 vgatoh

selected media that convey information or demonsgrate certain techniques.’
;
ii. Vldeoconferencing/teleéonferencing/satel'lite T_V Employees listen to or

pamclpate as information is conveyed or techmques demonstrated.
1 i
£
iii. E-learning-internet-based learning where employees participates  in
: p

multimedia simulations or others interactive modules ¢

1

2.17 Human Resource Development

LA ene e

N

The term “Staffing “was mtroduced to the 169 Miami conferénce of the

American society of training and development (ASTD). By Leonard Nadler’s human

resource development is the study and practice to increase the learning capacnty.and
% 4

application of learning based interventions for the purpose of optimization human
i

and organiza{tional growth and effectiveness (Chalofsky,1992)

%} s
% ’ .
: %

i
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¥
Human resource development process consists of set of activities to be

!
carried out to enhance capability of ability of hiiman bemg Accordingly in the Umted
' l

3
Nation’s 12" meeting on public resources development encompasses an array of

activities to enhance the ability of all human being to reach the highest potentlal

<

Song, J.H (2005) defines human resources development as a process of
I3

developing and un leasing human expertise through orgamzatlon development and
personnel training and development for the purpose of 1mprovmg performance. '

Human Resources Development plays vital ‘role in improving human
1

) 3 . .
capacity building and enhancement of professional skills which leads to contribute in

£ . 1
economic development of the country .This sector of economy has also been focused

s » 1

in National Education Policy 2009 of Pakistan; enhancement of skills of manpower
]

will increase efficiency and competitions in local industrial sector and will also

increase worker’s remittances as well as increase m overseas to eamn forexgn

exchange. The bank, W. (2006) elaborates the importan_g:e of skill development for

d AT

LE S SorEmTLE AT

i

3
3

country’s development by indicating that the ~countrie§ which have had speedy

)
k)

increase in educational achievement and sustainable economic growth are .only
%

i :
E

because of up gradation of education. In the scenario of gflobalization larger numbers
of skills manpower is essential from attraction of direct;investment development of
workers skilled. Thus, employment opportunities in lébor market will increase.
Skilled workers can easily be absorbed into the economy. f |
q
}llghly skilled trained personnel are assets% of an organization. ’l‘hey
contribute in attaining desciibable growth, efﬁcient'; utilizations of resources,

reputations in competitive market environment and produ%tivity of an organiZation.‘It

is worth mentioning that almost in every organization human resource development

Wk W

£
Eg

exist in any shape.

“
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Theory of human resource development has - been derived from the neo
classical theory of economist which treats employees as hiiman capital and their ratmg F
£
has been made on the basis of their qualification, abrlltles ‘and sklllseThat theory and

practices of human resource development 1nﬂuenced m two disciplined namely

1<e

economics and psychology. Human resources development is based on perfect
competition in relations to differences in wages, placement promotions and rev:'ards
among the employees. Another’s assumptions of an extrar;output through job tratjmng
which determines values of human capital by rating a:d extra fringe beneﬁts are

oy

*

e, Bt ks

awarded.

218  Training Programs

f’*':: “f‘“’ﬂnm'““ﬁ‘“ll‘“‘

L
i
L.

In general term, training process strengthen three human dimension i.e.
knowledge, skills and aptitude. These aspects need to be taken together and addressed
for the development of human resources who can contribute effectively in socio

economic development of country. Gulzar, A (2009) defines training is learning

c

process and acquisition of knowledge, strengthen professmnals skills, development of

b3

new skills, behavioral change, enhancement of productmty and performance level of
¥

employee. :

Training and dévelopment programs based on the ﬁrst step/phase i.e. training
needs assessment i.e. systematic inquiry for the purpose of identifying prlontles and

making decisions, and allocating financial resources in® a manner consxstent w1th
4
4

identified program goals and objectives. Training needs assessment is usually

.|.

concerned with individuals and organizations performance As far as md1v1duals are
concerned, needs assessment highlights the job perfonnaﬁce levels and in relations to
L2 %

[
organizations it defines organizational objectives.

28
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After getting information from employees throu'gh tool, an orgamzatlon
identifies aréas and priorities training progTam prior to: 1mplemcntatlons programs
Tr

i
which have been chalked out, organization determines financials xmphcatlons

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

IR b it S £

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

. . - .y L3 . = -i - & . .%
change in an individual’s ability to perform the taslgs quickly and efficiently.
i

. - . - . . . R o e . 41
According to Robbins, S.P, Coulter, training is a learning ¢xperiences in that it seeks a

relatively permanent change in an individual that will improves the ability to perform
’é

the job. Trammg can involve the changing of skills,1 knowledge s, attltudes, or

behaviors. Casc1o W.F (1998) defines training as: Trammg consists of planned

t

program designed to improve performances at the ;1nd1v1duals, group apd/or

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

measurable changes in knowledge, skill aftitudes and/or social behavior.
t

2.18.1  Job Specification

ey Sy

Job specification is output of job analysis. It provides basis of developing
%
job specification. Job specification is a written stéftemen} of qualifications that one
; <
must possess to be inducted to perform specific job. “The job specification states the
i

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

successfully” :
2.18.2  Job Description 4
¥ ;

Job description is an account of activates and duties linked with a particular job
-}
and it is prepared to identify description of contents ‘of the job. The term job

i
descriptions used to illustrates characteristics of job to be’ met out. Job description is
¥ 3

3

defined by human resources experts in large Grganization whereas in $mall
¢ LN

enterprises, supervisors execute the task.

29

-pe

=



N A
,

Ay

gy v,

o "“"'l""“*"‘

“Job description is written statement that defines, relagionship and result eXpécted
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

"Dl s A i
oad 1 fs o i

Management prior to humari resource planning considers defining what
¢

work is to be“done and how it can be divided in to dlfferent jobs. This process is
known as job design. Collecting relevant information and_; data is called job anéfysis.
Field, G (1994) defines job analysis as systematic and pgjilrposéfulrprocess to gzther
information about work related aspects of a job. %

According to Cascio, F.W. ( 1998) job analy31s comprglses of job specxﬁcatlon and
people requirement that should reﬂe(:ted minimally accefptable qualification for job

holders. As per view of Decenzo, A.D (2000) job analysisf_ provides information about

current job being done and the knowledge, skills and ﬁbilities individuals need to

{‘
*

o " 'y

Perform the job adequately.
¥

them. On these lines, job analysis is also basis of training need assessment and chalk out

‘f

training programs. :
To collect data for job analysis following four techmques are used. :
%‘ b

a. Interviews ¢

A ;

~ §

b. Observation i
4 R

¢. Questionnaires §

d. Use of Diaries and logs v

2.18.4 Job Enrichment 9

o
I3

Job enrichment is an activity to design jobs that facilitates the incumbents to

E
satisfy needs for recognition, growth and responsibilities. In this way employecs are given

responsibilities and job are expanded vertically. Robbin, S.Pj(ZOOO). Elaborated tha-} job

30 .
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Job analysis is an assessment that defines ~1obs and the behav1or necessary to perform .
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enrichment refers to the vertical expansions of jobs .it increases the degree of which the
= I ,

* 3

workers controls of planning exaction and evaluation of the work.
# 3
B

iy 2.19 University Administrators
In Pakistan the institutions awarding higher éducationf?iegrees dre the universities. ;
Universities have two typés of administrators. ¥ %
1. Academic Administrators 3 5
a. Vice Chancellors/ Presidents of the universities i
¢
b. Deans of Faculties ¥
¥
¢. Chairpersons *i;
2. Non Academic administrators 2 ;
. i
a. Registrar !
b. Treasure \
P
* . . ‘
n ¢. Director Admissions 3
e . ;
' d. Director Student’s Affairs
3 3
e. Controller of Examinations _ Tk
f Director Quality Enhancement Cell )
Ed

2.19.1 Deans of faculties
;
. H L
Deans of faculties are the leaders of 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..

o Coordination among the faculties and vice chancellor.’

L i

k4 Loom

e Evaluation of overall developmental/ faculty productivity in instruction research

£
H

and services.

e Developing and revising the policies for their faculty q%ld university.

4
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¢ Providing recommendations to the vice chancellor régarding university policies
and procedures, éspecially in the academic area. 2 C o
o Manage the fiscal affairs of their faculty. | i ;
| ; i
e Deans are responsible for promoting thé modes of fnstructlon and enhance the
quality of research work. }
B ¥
o Leads the process of academic staff selection, and retention. .
. ; i
E
e Leads the faculty towards achieving the university goffls.
*
2.19.1 Chairperson of Department §
:

The role of chairperson is recognized as primary leadership position.’ In
performing the duties of the position, it is assumed that chairperson will exercise
considerable di;cretion while complying with university pblicies and procedure. and
operating within the limitation imposed by the ava\lablhty of - resources. While
considerable diversity may exist in the operation of various department There‘ is a
common core of duties to be performed by chairperson. )
i) Administrative function

The chairperson is the chief administ‘ra?or of the d}partméént and the primary
representative of the academic discipline t0 which he/she bef‘ongs. The chairperson-‘is in
the unique position of fulfilling administrative responsnbllmes assigning by the dean and
provost, maintaining standards of the discipline and meeting the professional expectations
of the departmental faculty among the specific adminis'tra;tlve duties, for which the
chairperson is responsible and some accountable are as follo\X;s:

a. Communicating departmental needs and desires t0 the dean and provost.

§

i < Ammy

32

b, ot

iy

e

kSR 11



4 ‘|

i
i

b. Communicating and interpreting college and qniversity decisions to the

i
) € .‘5
faculty i
¢. Maintaining open lines of communication among specializations within the

H

department and encouraging appropriate balance. °

-1 o,
RS

o emyed

d. Supervising the departmental budget, record keeping, and the requisition of

supplies, equipment, materials, and others instructional needs.
e. Coordinating and supervising the departmental _programmes, reviews,

accreditations and departmental evaluations, and others reviews

£ Cooperating with departmental, college, schools, and others units in

accomplishment of their tasks.

i) Faculty and Personnel functions

Among the duties of the chairperson the most 'importsnt are those relating to the

i

. E
faculty and personnel. The success of the department depends_upon the abilities of the

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

3
responsibility and accountability are: } -

a. Exercising leadership in recruiting and retaining cdpable faculty.
b. Evaluating faculty performance and developing procedure for assessing

faculty accomplishment. .

¢. Exercising judgment regarding the extent to whffch departmental members
have pursued their professional and university obligations.

d. Making recommendations relative to tuner, promfc;tion, reappointment, salary
E)

adjustment and leaves of absences: H

A
13

e. Facilitating and encouraging grants and contracts from extramural source.
¥

33
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iiiy Leadership functions : ' e

No one would presume in brief form to define the precise rature of leadership. -
i H

There are obviously different styles and techniques for éanying out the duties of *

chairperson. However, there are a nuinbers of dities that aretimportant to the leadership

¥
§ E

of department. Some are as follows: oy

a. Being available to faculty staff and students.

iy s ey
s e ey

b. Judging people fairly and thoughtfully.

s W
.

3 v ..
c. Initiating and sustaining action towards defined goals and encouraging the

e

imitative of others. ' - 3

d. Demonstrating a commitment to excellence in teaching and research through

continuing activity as a teachers and scholars.

v ¥

£ ¥

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

®

f. Working with commitment and promoting their effectiveness. ‘
i
g. Engaging in consolation and particularly in decision making. -
h. Being open to fair criticism. .
i, Demonstrating objectivity.
3 .

ELIE
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: 2.19.3 University Registrar £
1. Provide quality students services which says,” we: care and we delivers 1o
k. students”. In the areas of registration, tuitions, assessment and academic records and to
E : :
ensure the confidentiality and accuracy of the student re'cords.;; L
& F

E

e To coordinates the students information systém, conduct preregistration,

wioy

Pyt
”

completion, registration and drop/add. .

e Coordinate the student information system and new students technology

initiative for the main campus and across the university. ior

2
<

e Insure complain with students record policy. - )

i

B3
X

2. To demonstrate the university’s commitment to thoughtful treatment of its

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

B

;. e Procede and mail transcripts. s
- 3
L .
e Store and preserves academic record and inactive students folders.
e Retain copies of the course descriptions. + (
3. to insure good order and an atmosphere conducive to academic activity by
producing timely and accurate statistics, class. rosters, ‘grades, certificates and others
reports ,and by serving for academic policies: .
¥
e Produce official students lists, reports, statistics.
o Publish the students directory.
« Validate D cards. *
, e Prepare IPEDS and Core statistical reports.
§ .
35 i )
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e Certify students énrollment.

e TP
Ll

=

e Generates and hoc lists labels,“statji"stics from S

i
1

S.

Rty

z i

4. To produce class and examination schedules which ,as much as possible, servé the
i
. . . B
needs and preferences of faculty and students and to insure that the condition of the
{ , :o
classrooms meets the needs of quality instruction. To assist the faculty In its téaching
§

E3

through the administration of the teachers evaluation process.‘%

£
El LS

e Prepare, publish, distributes class and examination schedules

4

o Assign classrooms to all classes. .

E‘v

e Reserve classroom for special meeting. ) §
e Monitor classroom conditions. ‘ F

e Plan for provision of sufficient numbers of tébhnology sophisticatec{ and

_ ¥
aésthetically-pleasing general purpose classroom. o

o Plan and direct classroom improvement projects.
£

z

e Administer the teacher evaluation system.

P
®

e Plan and coordinate the schedules of classes‘fo issuer that all curricular

&

needs are met while responding to the preferenCes of faculty and students
. %

Responsibility of the Registrar

et m S omer

The registrar’s office involve in all=aspects of_ academic life, including
v ¥ v
undergraduates students recruitment and marketing, admission, enrollment examination
v X
development and application of academic policies and convocations. The office facility

the recruitment and timely admission of highly qualified undergraduate’s applications

36
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v

I

¥
i d
secures production and maintenances of ‘accurate student’s records on which' the
i x
university’s grant claim are based. i P
i

The registrar is the senior department head responsible  for; the *
management of the office of the registrar. These respon51bllmes includeés developlné and
maintaining an organizational structure that reflects the univ;rsity’s culture and su;:ports

v :
ts mission making the case from adequate levels of budget sufpports efféctively man;ging
and controlling resources allocated to the office providi%g effective admimstr;tive

E

. 4 " .
support systems prov;dmg change management _ensuring fair performance evaluation and
‘3

~~~~~

providing job related training and encouragement of the staff pammpatlon in personal and
¢ 3

professional development on an on-gomg basis. '

%

2.19.4 Controller of Examination

&
The controller of examination is the principal ofﬁcer- in-charge of the'conduct of
5

examination and tests of the university and declaration of thelr results. He discharges his
£ 1
function under the superintendence, direction and guidance of the board of examinations.
; i

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

LT

control of the vice —chancellor. i u
1 g

Without discrimination of the general ‘brovisions of sub section the controller is
responsible for making all arrangement necessary for holdinzr', examination and tests and
declarations of results. In general the controller of examinations perform following duties:

i i
e Prepare and announce in advance the calendar of examinations

e Arrange for printing of questions papers

e Arrange to get performance of the candidafes at the examination and
i ;’

* *

others test 5

e Arrange for timely publication of résults of examination and others test
F

=

3
37 ~ .

"
Eiburoem

F



“(‘- T

i

o g b

in whole or 1nvents of

w«."‘ St s

b

e Postpone or cancel examination, in par or,

malpractice or it the circumstances so warrant and task disciplinary action
- i i’
&r initiates any civil or criminal proceeding agamst any person Or group of

=

persons. _ 3 §

?
S
e To review from time to timé the results of umversrty exammatlon and
!
S

forwards reports thereon to academic council. i

The controller shall exercise such others powers and perform such duties as may by
3

prescribed or assigned to him ,from time to time by the boards_vof examination.

220 Related Researches

Vo s o

Ali (2001) conducted research study with the- ob_|ect1ves (a) to revrew the
needs of staff development in distance education sygtem (b) to identify- the
1mplementat1on pattern practices of staff development program that is currently practiced

n the AIOU (c) to assess the facilities avallable for staff development in AIOU (d) to
indentify shortcoming in the implementing pattern and practrces of staff development

programime together with possible future improvement () developmg a mode! for’ -‘staf"f

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

i ¥

development was developed.
Naveed (2004) conducted research study with the opjectives (i) to examine the
different training programmes, which are already being run for professional development
}

of college teacher in Pakistan (ii) to analyzed the mstrtutronal policies and project for
4

3

professional dé‘velopfhent of college teachers. (111) to examme  the principles attitudes and

encouragement for professional development of teacher. i
Khatoon (2004) conducted research study hlghllghtmg the objectives to analffzed,
evaluating the jobs of heads and suggest strategies for implementing of trammg

programmes to ﬁ_llﬁll the needs and draw conclusrons that head teachers should provided

38
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in-services training in the area of planning, management, & dmlmstratlon superv1snon

-3

finance and budgeting.

“doshmid i vy iy st mdm}‘,&;‘m‘\«qu.m‘qﬁ“7 wiia 2

Khan (2005) conducted research w1th these ObjeCthCS (i) to evaluates the ex1stmg
H

; '1
situation of staff development in higher education in Paklstan J(ii) to investigates the

measures adopted by the government to lmprove the staff development in higher

3

. i %
education.(iii) to indentify the areas in which development in needed by the teaching staff

ié . y N 3 13 -
of the universities (iv) to design a model for staff development in higher education in )

Pakistan. Kalley (2006) suggest that human Resources Devel(fpment may be delivered by
*

public organization such as government, on government organization and supernatural

k]

organization or Privates Corporation.
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CHAPTER3

Research Methodology

This

problems faced by educationa

b .
research study was carried out in ordet to investigate the training needs and
i

s

b

made to assess their attitude towards their responsibilities; and to analyze ab

¥

administrative style they adopt during their services. There was a need to quan
j 4

results for generalizing the findings obtained from the sampie to the whole pop

Therefore the quantitati'Ve approach for this study was used.

The

i

| administrators of uﬁiversitiés. An effort has also been

out the
tify the

ulation.

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

of study, Delirhitations of the study, population, sample _size, sampling technique,

research instrument, its pilot testing and procedures of data c‘oil'ectioﬁ is also discu

3.1 Type of Study

Ttis

descriptive research. Survey method was used.

3.2 Target Popﬁlation

Deans of faculties, heads of departments and controllers of examinatio

public universities of federal area having formal system of education were the po

of the study.

40
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Table 3.1 List of Public Universities in Federal Area 4 P
Sr# Ngme Of Unlvers1ty i eans » CO];} Chn:rperson T?ta‘l:t
National Defense University, H
1 ) 1 2, 5 8
[slamabad ! K
National'Un‘ivversity of Scierice and 4 )
2 ., 4 2t 39 45
Technology, Islamabad : 1.
Quaid—i-Azam University, . v
3 v 4 2" 24 30
Islamabad . : i
. . : X i =
Pakistan Institute of Development
4 3 2, 4 9
Economics, Islamabad =
National'-University of Modern
5 6 2 33 41
Languages, 1slamabad :
Pakisfan Institute of Engineering %
6 2 2, 8 12
Applied Sciences, [slamabad '
Federal Urdu University of Arts,
7 | Sciences and Technology, 6 25 8 16
Islamabad
International Islamic University,
8 9 2 43 54
Islamabad
Institute of Space Techndlo |
9 P & 0 2 6 8
(IST), Islamabad
COMSATS Institute of Information ) ]
10 . 6 2 11 19
Technology, Islamabad .-
11 ]éahria University, Islamabad 3 2 7 !2
T2 | Air University, Islamabad 5 2 9 16
T Total population. B | 24 | 197 270
pop .

3.3 Sampling Technigue

stratification was d

selected by stratified sampling method. The basic rea

i

H

The population of the study was heterogeneous therefore the précesé of

41

one. Stratum of homogeneous population was made. Then

o

sample was

son for using stratified random

. ap e B4



sampling is to capture key characteristics from whole population. The samples dravfm in

this way increase the efficiency and accuracy of the findings thus findings may become g

more generalize able.

v iR

3.4 Sample Size 4
%
Three strata weré made one of the deans 2™ for the HOD,s and third for the COE. At least
3

25% of each strata was included in sample which is accordmg to Gay (2005) satisfactory.

The table 3.2 shows the sample size.

Table 3.2.  Sample Size

Sr# Name Of University | N " Deans COE HOD,s | 'Total
1 Nat1ona1 Defense Umvers1ty, Islamabad - 0 1 0 1
2 | National Umver51ty of Scnences “and |
2 1 11 14
Technology (NUST), Islamabad N
3 | Quaid-i i_Azam University, Islamabad 2 o 2 10 :_14_
4 Pakistan " Institute of 'Development - : ‘ s.i
. 2 . 1 4 7
Economics, Islamabad
5 National Univefsi of Modemn Lan a es; ] -’
v guages | 4| o | 8 | 14
Islamabad
6 Paklstan Instltute of Engmecrmg Apphed 0 5 3 s
Sciences, Islamabad
7 Federal Urdu University of Arts, Sc:1ences
4 2 4 10
and Technology, Islamabad
8 Internat1onal Islamlc University, lslamabad 6 <2 ‘ 15 23
"9 Instltute of Space Technology (IST) ,- 0 1 ) ‘Y
Islamabad
0 TCOMSATS _ Institute _ of Information
2 2 2 6
Technology, Islamabad
11 | Bahria Umver51ty Islamabad 1 1 2 0 3 ‘

o !
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s 1 ::
12 TAir Uni\"ersivty, Islamat;éd ‘ 2 2 ~ 2 &6
T3 [SampleSize 25 i 20 | 60 | 105 |
3.5 Instrumel‘lt:o\‘f ihe Study - B = -
In order to collect data, three questionnaires wer_je used as an instrursent. i
Researcher developed three types of questionnaires.. _ § 1 3
1. Questionnaire for Deans |
2. Questionnaire for Chairperson ; *
3. Questionnaire for COE 3
*
Each questionnaire covered the following dimensions of administration. i
i.  Demography of administrator ‘ | 3 i
ii.  Information about Administrative and Managerial Traii?\ing §
iii. Planning N
iv.  Staffing ) 1
v. Communication skills
vi. Decision‘Making
.
vii.  Problem Solving ) !
viii.  Financing ?
ix. Appraising Monitoring and evaluating ' ) i
x.  Attitude of Administrators During their Services
xi.  Prevailing Practices of Administrators ) ¢
3.5.1 Demographic Profile= %
i

demographic profile. In questionnaire the type of item and it

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

4
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Table 3.3 Demographic Information s

Item - 1 Item Nﬁfnber
ﬁemographic Infoﬁnation : ‘
" Name N T ‘ 1
Gender . o F 2.

. Age L 3.
Designation Pe | . i 4
Name of Institution . 5

~: Year of joining . 6
Qualifications ‘

" Academic Qualiﬁdation o 7
Professional Qualification . . | . 8.
Experience

Total Experiénce_ — . ] 11',. o
Computer Literacy s .16

ES i
Most of the items mentioned in the above table were close ended with few open -

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

=

Name of institution experience were a mixture of open and closed ended type of questions
Ed
whereas, Gender, computer literacy designation, etc. were closed ended questions and

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

§

¥ Y

expected diversity of answers.
3.5.2 Administrative and Managerial Training
It was expected that there may be some sort of training taken by the higher order

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

s

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

3.4 which is as under: ]

Table 3.4 Information about Administrative and Managerial Training

Item Item Number
Administrative Training v 12
~ Duration of training T 12.1
Managerial Course L 13
Type of training/course <« X 15 .
Effects of training 14,
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The items “duration of training” and “type of training” were open ended while all other

questions were closed ended based on five point likert scale. “
3.53 Educational administration § £ H

The educatlonal administration has many dimensions as conceived from related e

literature. They should be trained in every dimension but it was impossible for the

sr

researcher to include the questions related to every dlmensmn So some very lmportant

;.

dimensions of administration were taken. Detail of which is as under:
%

WAl

Y

Table 3.5 Competency in Planning ‘*

Items related to Planning : Item Number |
Competency in Plannmg Objectlyes — A 1 17 :1 ,
Competency in 1mp1ementmg the Planned lnstructlons ‘ ]7 2 )
Competency in Pre Planning a Task l7 3 ]
Meet the Planned Targets Successfully ‘ T 174 1

Table 3.6 Competency in Communication

- Ttems related to Communication | | Item Number
Eﬂ’ectlve Use of lnterpersonal Skills L | 18.1
Effective communication - 18.2 .
Listen and spontaneously understand the Ideas 183
Feel a communication gap between me and my .
subordinates/ superiors . , :
Feel difficulty in expressing the oplmon , , 185

Table 3.7 Decision Making

Ttems related to Decnswn Makmg ‘ Al Item Number
Competency m Declslon Makmg ’ ‘ 19.1 : ‘
‘Work accordmg to my own Set Priorities 192
~ Assign Tasks Accordmg to their Abllmes , 193
Consultatlon before making any dec151on - 194 ;
Examme all relevant mfonnatmn TT195
Make decmons cons;stent w1th plans and pollc1es - 196 R

- . . ?
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Table 3.8 Problem Solving Skills ’

[tems related to Problem Solving Item Number i
Diagnosing Problems 20 1
Handling Problem 20.2 1
Situational vAnaiysisA 203 L
Think about all possible solution 20 4 i
Consult with team members 205 3
To select the best solution of the Problem - 20.6 ] ¥

Table 3.9 Staffing :

Items related to Staffmg T Item-Numbe‘r ]
Proper recrultment criterla 21 —
Commltment for unblased appomtments T 212
lndependence in appomtmg and transferrmg staff 23 _

Table 3.10 Financing
ﬁ Items related to Fmanemg | s Item Number
Awareness about financial rule 22.1
Face problem to controi budget g 22
Encounter problem in handling accounts “ 223 i
Influence of hlgher authorities on budget — 224 )
Table 3.11 Appraisal and Evaluating

Ttems related to Staffing | Ttem ‘I;Iumber“‘
Appre01ate the subordinates T 231
Prov1d1ng feod back B2 :
Assessment and evaluatlon of staff 233
Realistic ini writing ACRs 23.4

46

e

e



—

W

ey

3.6

Population. The researcher taken the appointments

+aiisopgges e B

Table 3.12 Attitude towards subordinates .
Items related to Attltude - Ttem Number ﬁi
Try to train the subordmates - 241
FAvmd creating conflicts 5 242 ,
Cooperate and encourage staff ] | 243
Share the authorlty 244
Like to Delegate authority . s
: 26

Ulcome to the mnovatlve 1deas of the staff

Table 3.13 Prevailing Practices

T
=

After pllot study questionnaire researcher adm

Itemv . “Ttem Nembeﬁ
Create friendly envifonment — ‘ Bl '
Trust on"suberdinates ! 352
Dislike to make somai relations ; 755 ]
' Equally treat subordmates | 25.4
Use mcentwes to remforce the subordmates 55
Want the trammg of staff to mcrease the proﬁcxency of 25.6
: using computer
Data Collection

inistered personally to the

on telephoge and visited herself. The

response rate was about 40% because of the unavailability of the administrators.

3.7

Data was analyzed on the basis of frequency di

. . ; . s . ..
need any training but the more frequency of the responses seldom , no opmion and

Data analysis

The information obtained through quiestiénn'air'e was agnalyzed'by using SPSS 16.

47
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stribution and %age. The more frequency
J

"

of the responses of always and often shows that they were perfect in that area and did not ,
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filled by providing training

never means there is some gap in that area and it should be ful

in that dimension.
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CHAPTER 4

3 i

Analysis of the Data

This study, was conducted to analyze the tra?nfmg needs of educational

administrators at university level. The presentation and analysis of data is divided into

three sections. .

Section A. Aralysis of the data of cﬁairpersons.

Section B. Analysis of the data of deans.

Section C.  Analysis of the data of director examination/ controller examination.

on prevailing practices and also determine the

We can determine the effect of training

association between the qualification and problems faced.

e,

Section A
Analysis of the data of Chairperson

Table 4.1 Gender &
Freqiiéncy L Percent‘aéreh”
Male ~—s | 8
Female ’ 16 | ‘ i;7
Total o | 100 |,

Table 4.1 is about the gcndéf of chairlgér;sons. It shows that“ 80% chairpersons

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

chairpersons were male. i
Table 4.2 Age in Years
BBand | 4os0 | 5155 | 660 | APOYEAN | Total
below . . 60
No. of s
responses . 6 12 ,20 ]? 6 56 .
Y%age 10 20 |33 20 10 93
49 i
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them belong to Age gr
group 56-60 and only 10%
respond about their age. It also indicated thait
group 51-55 and a minor no of chairpersons belong to age gro;ﬁp 45 and below.

Table 4.3 Desngnatlon of Chairpersons

According to the table 4.2 age of 1

=
g

%

0% chalrpersons was below than 45, 20% of

oup. 46-50, 33%were from age group 51 55, 20% belong to agc
i

were from age Group above %_;than 60. While 7% hadn’t -

mzjority of the chairpersons belongs 10 age
H

| Missing |

4 Assistant Assoclate .
Srit , Professor Professor : Professor Values Totn!
1 | Responses 5 40 7 : 8 60
5 | Percentage | 8 67 2 3 700 .
3

Table 4. 3 provided the data about the designation of heads of departments. It
depicted that 8% respondents were assistant prof_essors, 7% respondents were Assoclate

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

T

]

designation. ; +
Table 4.4 Qualifications of Chairpersons %
Sr# Masters |  M.Phill b, | Pt | ot
. : L ki Ph.D | i
1 Responses 2 0 46 12 60
2 | Percentage 3 [ 0 . 77| 20 | 100

S

Table 4.3 describes the Qualiﬁcations! of respondents.iAccording to the table only
2 (3% of the Sample) chairpersons had master’s degree and one of them is Associate
Professor while the 2™ One Assistant Professor and is in c‘hfarge of the department not

chairperson. No‘vchairperson was found with M.Phill degre'e?; The qualiﬁcation of 77%

e E-

e

comprpdhl l;'!!.
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chairpersons is Ph.D while 20% were found Post Doctorate Degree. Froin the information

provided in the table majority of the chairpersons is Ph.D. ; f
, P

Tablé 4.5 Experience (Years) 1

Sr# 10 and 1120 - | 21-30° | .3140 | Total

, e below L i - :

1 Responses 6 18 24 % 12- 60 °

> | Percenage | 10| 30 08 | 20 100,

kS

3 - - . . . :E - v. et
This table contains the information about experience of the chaifpersons. Only

10% chairpersons had experience less than 10 years,

experience of 30% is between (11-

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

from 31 to 40 years. By analyzing the data of table 4.4 we could say that majority of the

chairpersons had experience of 21 to 30 years.

Table 4.6 Administrative Training

Sr# No Yes Missing value Total
1 Responses 40 15 5 55 *‘
2 Perceﬁtage 66 =25 ‘E;f g 91 ?

- e

H
=

Table 4.5 provided the data about administrative trammg of chaitpersons before or

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

training While 25% taken administrative training. 9% of the sample did not respond-thls

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

majority of the chairpersons hadn’t received any administra'gve training. 8% responses

were missing.

s

e
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Table 4.7 Participation in Managerial Training : ;f i
Sr# | No Yes ‘Missing Totai
- - e : | i value .
1 | Responses 42 12 + 6 54 ¢
2 | Percentage 70 20 | 0 90 ; -

Accordmg to the table 70% of the respondents had not part1c1pated m any

managerial course. Only 20% of them had managerial trammg whlle 10% hadn’t

F ~1.,

respondéd about managerial training. This table also show that majority of chairpersons

e
3

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

participated a managerial training course. 1 ’
+

B :

Table 4.8 Type of Training E
Financial Strategic Corporate | Not .

Staffing Management | Management Marfagement Applicable T otal
Respbnses 12 B 3 .0 40 60
Porcentage | . 20 3 B ) 67 | 100

Table 4.8 illustrate about the type of training received. It shows that 20 %
chairpersons received training of staffing, 8% received training® about financial

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

¥ i

researcher came to know that most of the chalrpersons who had received training, their

area of training is Staffing. ‘
5.
Table 4.9 Duration of Course
Not Few 13 | 69 912 Mis;}ng R T
¢ o Total
applicable | days (Months) | (Months) (Months) | value
Responses | 40 | 12 | 6 o |, 0 7| 8
Percentage | 67 20 [0 o |3 0 | 3 |9
$ .
52 i
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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 trammg having duration of 1-3 .
; {

1

months while 2% hadn’t respond about the duration of the trammg. Table 4.8 shows that

the chalrpersons who received training, the duratlon of the most number of tramee was

. i
few days; and duration of training received by minimum nuinber was one to three months
! !
while no one had received training of four months or ab(fi/f. 3% hadn’t written their
t 1
3
response. . o i
Table 4.10 Effects of Training ;
Not Not at 'Not’ T To soﬁie T To Great
J Total
applicable all Clear Extent Extent
Respon'ses 40 0 6 - 3 Z it 60
Percentage 67 0 | 10 5, | 18 100

: E
5 %
¥

According to the table 4.9, 10% respondents were i’iot clear about the affects of

training on their practices, 5% respondents opply the k‘nowlédge and experience of the
training in their practices to some extent while 1§% respondents apply their k'nowled;;e to
great extent. From the information given in the table 4.9 reéearcher cor;e to know that
the chairpersons who had received training most of them apply it during their practxces to

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

Table 4.11 Computer Literacy

s &

Sr# . No ‘ Yes § Total
. 3
1 Responses- 12 ‘ 48 % 60
-2 | Percentage 20 80 i 100 .
i !

Table 4.11 describes the information abourt the. compu_ter lﬁiter'acy. 48%

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

¥

the chairpersons were computer literate.

Wi
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Table 4.12 Competency in Planning S F O
% No : ‘
Sr# Items Always | Often | Seldom Never | Total
: i Opinion F
Competency in Resﬁ‘(‘)’nses 0 12 241 - 16: T 8 . 60
1 Planning . < = ]
Objectives of Yage 0 20 40 30 10 | 100
the department | v N ;ﬁ . as
Competency in | Responses 4 "0 48F 8 0 | 60
2 | implementing | o * o L
the Planned Yeage 7 0 80 3 0 | 100
Instructions v i ¥ ‘
Lo Responses 8 8 19, 4 21 60
3 Competenf:y in A i
Pre Planning a 570 ¢ 13 13 33 7 34 | 100
Task : ,
. Meet the Responses 4 20 16»-1 8 12 60
Planned Targets . . R
Successful]y‘ %age 7 -33 27; 13 20 100
;

According to the table 4.12 no respondent found him z;l_ways competent to plan the

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

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

13% of them said that they never planned objectives themse!yes. This table reflects that

majority of the chairpersons found them competent in p];inning objectives for their

departments occasionally. No respondent found him alwaiys competent in planning
&

7

objectives for his department.

It also gave us information about the successful implementation of planned
$

E

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

2

. ® )
planned instructions, 80% respondents seldom found them able to successfully implement
3 3

Z F

the planned instructions while 13% said that they had no opiniorn about the said question.
- 3 ;‘

& .. . < s
From the above table researcher can reproduce that minimum number of respondents®

v g owy e Sl memmes
A
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Found always found them competent in implementing the;planned instructions v:rhlle
maximum respondents seldom found them competent for si:cessful 1mp1ementat10n of
already provided planned instructions. ;f i
On the third number it shows the extent levels at w;fhlch the’ chairpersons think
i ~
them able to preialaﬁ about any task assigned by higher authd"rities. 13% respondents t}}iﬂk

that they were always competent, 13% also often competent, i§3% seldom co'nipe'teﬁti 7%

% H
i

had no opinion while 34% found them never competent to preplan any type of ‘task

assigned by higher authorities. From the data of this table researcher come to know that
majority of the respondents never found them able to pre plan ‘the tasks.
] %

It also reflects that 7% respondents always meet their targéts successfully, 33% o? the
chairpersons often meet their targets successfully, 27% respondents seldom meet their

targets successfully, and 8% had no opinion about the successful congregation of the

targets while 20% never achieve their targets successfully.

Table 4.13 Co’h;petency in Communication

¥

“

|

ceak o

P T

ok

b
) . - B No :
Sr# Items Always | Often | Seldom | . Never | Total
Opinion .
Effective Use of Responses 4 12 24 12 8 60

1 | Interpersonal . v 3
Skills %age 7, 20 40 20 13 | 100

| |Effective “Responses | 20 | 4 | iz | 04 | 20| 60
commumication g age 33 | 7 | 20 7 33 | 100

. . s A . .
Listen and | Responses | 19 10 11 15 5 60

3 | spontaneously . T _:

understand  the | %age 32 17 | 18 25 8 . | 100
| Ideas . . ) 4 ;
communication T ,

4 |and my ) M .
subordinates/ Yoage 13 33 20 27 7 .| 100
Superiors . e s
Feel difficulty | Responses 5 10 1 15 19 | 60

5 |in  expressing & , ; i
the opinion Yage 8 17 =18 25 32=1 100
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‘ Table 4.13 represents the information about the competency in commumcatlon
i‘

~ The item on serlal number one is about the effective use of lnterpersonal sktlls It

E3

"
Yot i t*ﬁm&"‘

;.

indicates that 7% respondents always use interpersona_l skills 3effect1vely, 20% i,
¥ F '

respondents often use interpersonal skills effectively, 40% respondents seldom. use
¢ q

. 3
interpersonal skills effectively,20% had no :opinion about the effective use of

]

-
e

5 - , x £
interpersonal skills while 13% respondents never used inteme%sonél skills effectively: P
i . )

k]

The item on serial nuthber the extent levels of fezelings about communication problem by
i 4

i chairpersons of the depart'ments.=33‘% respondents always feel communication” gap

between them and their stake holders, 7 % respondents oftén feel COmmunication‘" gap

betweef them and their stake holders, 20% respondents seldom feel commumcatlon gap

3

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

3

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

fes this table shows.the extent levels to which the respondent listens and understand the ideas *
% ¥
of others. From the figures of this item it is represented that 32% of the sample always
listen and spontaneously understand the ideas, 17% of tﬁe sample often listen; and
¥ :

k v
spontaneously understand the ideas, 18% of the sample seldom listen and spontaneously

t

. 3 H
understand the ideas, 8% of the sample never listen and spontaneously understand the

ideas while 25% do not bother this dimension of communication. 5
¢ :

The item on serial number 4 represents the measuro‘;s about the extent leve;ls to
| which the respondents feel a communication gap with tlieir;svub'ordinates and superiofs.
From the data in above table it is clear that 13‘V§o of them olyvays feel a»communic;ttion
gap,. 33% of tl;em often feel a communiéation gap, 20 ;EA: of them seldom feel a

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

F
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not while 7% of them never feel a communication gap th their subordmates and

wihy i 1“"\9" fy.'t(_':“

¢
superiors. +
B3 3
The item number five emphasis on a very important dlmensmn of commumcatlon
H *

It provided a very clear picture about the oplmons of the gespondents that how much

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

" 4 ,-‘7-'
difficulty while expressing their opinion, 17% respondents were oftén feel no dlfﬁgulty
while expressing their opinion, 18% respondents were seldom feel difficulty while

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

¥

problem in expressing their opinion. *
Table 4.14 Decision Making
— ' : No
Sr# Items Always | Often | Seldom . Never | Total
- % Opinion A
Competency in| pesgonses | 13 16 14 7 105 | 60

1 | Decision h . @
Making Yeage 21 | 27 23 12 17; | 100
Work according | Responses 12 7 20 12 97 | 60

2 |to my own Set A L , v
Priorities %age 20 13 33 20 14} 100

| Assign. Tasks Responses 8 7 55 5 15: | 60

3 | According to : : T
their Abilities Yage 3| 12| # 8 25 | 100
Consqltation _ Responses 4 11 25 14 6 60

4 |before making - v s :
any decision Y%age 7 18 42 23 10 | 100
Examine  all | Responses | 10 | 14 | 28 | 0 8: | 60

5 | relevant — S+ S ENTY
information _ Voage 17 23 ?7 0 ]‘“‘_4 100

| Make decisions :

§ consistent  with Responses 13 16 -34 7 10 60
plans ~ and - ‘ ' :
policics Y%age 21 27 23 12 17, | 100

H
i
5
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The table 4.14 provided information about the different dimensions of decision
¥ :

making. The fifst item of the table reflects the information anut competency in decision

.

making. It is clear from the table that 21% respondents find themselves always competent

..!

in decision makmg, 27% respondents ﬁnd themselves often competent in dec1510nz
H i

making, 23% respondents find themselves seldom competent in decision making, 12%

i e

respondents do not had any idea about decision makmg whlle 17% respondents ﬁnd

themselves never cotnpetent in decision making. ’

R P
"

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

to their own set priorities. According to the given data 18% resporndents always work
according to their own set priorities, 5% often do the tasks-according to their own set
prioritics, 47% respondents occasionally do the works according to their own set

i

riorities, 23% Had no opinion to set riorities and work actordingly while 7% clearl
p P p gy early

%
1 ;
The third item is about making write decisions while assigning the tasks to

subordinates. It is very important dimension of decision. making to assign the tasks
s "
S
according to the capabilities of the persons. From the above information it is clear-that
1

13% respondents always claim that they always assign tl1e tasks according to the

responded that they never performed this practice.

capabilities of subordinates, 12% often do this practice, 42% seldom do, 8% had no’idea

of this dimension and 25% never bother this dimension of decision making during their”
1 !

practices. The item number four emphasis on consultmg w1th 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
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 *

H
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relevant people béfore making any decision, Aftgr‘analyzingE the item number 5 of 1 the

' H

table researcher come to know that 17% resp(z)nde’nts said that 'they always examine a]l the

relevant information before making any decision, 23% often do this practice, 47% seldom .
& 2 i
P

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

The last item of the table is about a very i?nportant dimension of decision mziking

that is “to make decisions consistent with policies and plans. After analyzinf the idata -

foutr it

obtained in response of this item it is clear that 21% respon:aents always take decisions
consistent with policies and plans, 27% resﬁondénts often take decisions consistent with

policies and plans, 23% respondents seldom take decisions consistent with policies and
3

Z
T

plans, 12% had no opinion which indicates that a significant number of chairpersons do
not give importance to a an essential element of decision making which may cause \A/f_rong
decisions or failure of the system while 17% respondents never take decisions consistent

<

with policies and plans,

'Y
Table 4.15 Problem Solving i
Sr# Items Always | Often | Seldom | ~ N | Never | Total
e s Opinion ‘
|| Diagnosing Responses 4 | 11 25, 14 6 60
Problems ) Y%age 7 18 42 23 10 100
, | Handling Responses | 11 3 28¢ 14 | 4 60
. | Problem ‘ %age | 18 | 5 47} 23 | 7 | 100
3 Situational Responses | 8 7 25E _ 5:4 :IVS [ 60
Analysis  %age 13 12 42 8 25 | .100
4 | Think about Responses | 12 7 | 20% 12 9 60
possible solution | 9450e 20 | 13 33, 20 14 | 100
5 Consult with Responses 10 14. 28j 0 8 | 60
team members Yoage 17 | 23 47, | 0 13 | 100
To select the best | Responses 13 15 14. 7 1 | 60
6 | solution of the -t S .
Problem %age | 21 27 23 12 17 100
%
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Table 4.15 provided the picture about the problem sol\?ing skills of respondents. It

is an essential element of the administration. Problem solviﬁg skill plays a key role for
successful administration. The basic components of problem'gsolving were distinguishmg

a problem, handling a problem, situational analysis; to think about all possible solutiior'ls,
: i

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

3
The 1% item is about distinguishing a problem ‘It enllghtens about the extent levels of
distinguishing a problem. According to ‘the data obtau:ed agamst this ;tem- 7%
respondents feel them always competent in diagnosing prob_lem, 18% respondents! feel

g;

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

competent 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% respondenté feel

them never competent in diagnosing problem.

o e

The 2™ item of the table is about a very important aspect of problem solving that

4
is “to handle problem” sensibly. After analyzing the data obta{ined in response of this item
it is clear that 18 % respondents always handle problem serl’gibly, 5% respondents ?)ften
handle problem sensibly, 47% respondents seldom handle problem sensibly, 23% had no

opinion which indicates that a significant number of cha1rpersons do not give 1mportance

this essential element of problem solving which may cause wrong solution or failure of
1 -

the system while 7% respondents never handle problems sensibly.

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

i
£

situational analysis to think out the possible solutions of a problem. According to the'data
5 * w

obtained against this item 13% respondents feel them always competent in situational

i
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
3

. .
i 2

e wi
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problem solving and despite the fact that 25 % respondents féel them never competefnt in

situational analysis.

Moo

The 4th item of the indicates another important aspect of problem solving that is
think about all possible solutions which is after situational analysis. After analyzing the
S~

orn.

data obtained in reaction of this item it is clear that 20% respondents always think about

the all possible solutions, 13% respondents often think about the all possible so]utlons -
§ 1

33% respondents seldom think about the all possible solugons, 12% had no opinion

which indicates that a significant number of respondents do not give importance to a an
4 §
* *
fundamental element of problem solving which may guide us towards a wrong solution of

the problem while 14% respondents never think about the all possiblé solutions béfore
selecting a solution and after situational analysis. A
F H

The item number five is about consulting the 51tuatlons and possible solutlons

with other members, while selecting an appropriate solutlon It is very lmperatlve to

discuss regarding the faced circumstances and feasible ways _in which we can resolve the

¥ 53 . -:
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% néver bother this ]

H

element of problem solving during their practices. =
4

The last step in problem solving is to select an.appropriate solution of the

problem. The data of this item make us clear that 21% respondents said that they always
choose best solution of the problem, 27% often choose §est solution, 23% seldom
successful in choosing best solution, 12% had no opinion about it and 17% feel that they

never choose best solution.

R
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Table 4.16 Staffing
\ No‘v 1.
Sr# Items Always | Often | Seldom | Never | Total
’ ’ Opinion : i
Proper T i} _1 ]
P Responses 40 15 %5 0 0 {‘ 60
1 | recruitment . %
critefia Y%age 67 | 25 &8 0 0 4‘ 100
Commitment ‘ ‘ ' ~§ |
Resporises 46 14 0 0 0« | 60
o |for  unbiased f
appointments Yage 77 23 *0 0 0 190
Independence in ] & T ‘ R
. Responses 24 1 12 %4 121 8 60
appointing and | ‘ .
3 i
transferring -
Y%eage 40 20 7 20 13 100
staff H :
QF i

Table 4.16 is about staffing. To rup the administration soundly smoothly the
administrator should be very competent in this ﬁgld. The seri:}l number of the above ;able ;
P
provided the data about describing proper recruitment critefza for new appointmeri?s. It
indicates that 67% respondents always had well set criterziz} for récruitments, 25%
respondents often had a pre described criteria for recruitmeng ‘and only 8% said that they
1
seldom had pre getermined criteria for recruitments and no.rgsponse'was found in favor
of never followi;g a pre described criteria for fresh appointim:nts.
&

Second item was about the commitment of chairpersons for unbiased
appointments. By analyzing the data against this questioin it was noted that 77%

. P

i
chairpersons were found always committed for unbiased appointments, 23% found often

committed towards unbiased appointmients and no response was found in favor of never
M .

showing commitment.
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The item on serial nhumber 39 was abolut giving a rlght to the chairpersof_ls to

appoint and transfer the staff independently. After anal{{_iing'the ‘data obtain

response of this item researcher come to know that 40% respondents want to be always

&

%

i
éd in

%

2 2
£ ¥
i

' i : .
independent in appointing and transferring staff, 20% often want to become independent :

=

while appointing and transferring staff, 7% seldom wants independence for appointments ‘
) § ._ ;

s .. ] . ¥ L . i
and transfers, 20% had no opinion about it whereas 13% never wants to be independent

£

]
for appointments and transfers. ’§
Table 4.17 Financing 3
| ,,_- f - ND ’ .
Sr# Items Always | Often | Seldom Never | Total
i Opinion i
Awareness Responses 9 11 14 10 16+ | 60
1 |about financial : — ; '
Yeage 15 18 | 23 17 27 | 100
rule %
Face problem ©0 | Responses | 20 | 12 | 21 0 7| 60
2 ! . 5. 3.
control budget Yoage 33 | 20 | 35 0 2 [ 100
Encounter Responses | 28 | 5 | 8 9 10. | 60
3 problem in ¥ ‘
handling Yeage 2 | 8 | 3 15 | 174 | 100
accounts £ %
Influence  of Responses 8 16 -ig 16 128 | 60
higher - :
4 o, - -
authorities on Yeage 13 27 13 27 20, | 100
budget : i
v - _ :

The table 4.17 is about financing. Proper utilization and ;E,illocation of funds is an art.

In table 4.17 the is about important aspecfg of financing. The 1°* portion of the table
F .

provided data about the awareness of financing rules. 15 b% r‘éspondénts said that they

were ever aware of financing rules,

&

18% often had awareness% about financing rutes, 23%

respondents seldom had awareness about financing rules, anc_i; 17% had no opinion about

63
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1med that they never had

&

the awareness of financing rules while 27% respondents cla

—wwl

awareness about financial rules.

e o gl
i ot bbb

The second item was about the trouble faced by admlmstrators in controllmg g

1

budget. It is a cumbersome “task to control budget and it requlres a lot of competency
1

33% respondents always feel problem in tcontrollmg budget 20% found oﬁen

troublesome to control budget, 35% seldom feel difficulty in f;ontrolling budget and 12%
3

said that they had no problem to control budget.

um. "y v

The third item is about encountering the prob}em in handling accounts. By

i

analyzing the data in serial number 3 reseafcher come to k_i‘tow that 47% respondents
B 2 s 3
always encounter problem in handling accounts, 8% responderits often encounter problem
4

in handling accounts, 13% respondents seldor encounter problem invhandling accqflmts,
] o ;
15% respondents hadn’t any opinion about handling accounts and 17% -never‘%_ feel

e .3
difficulty in handling accounts. It means that 17% respondents feel them competent in
£ N

handling'accounts. i

Al

The fourth item describes the extent level to which higher authorities influence the
g . .

budget. The analysis of obtained data shows that 13% resf)ondents always found the

2 i _
influence of higher authorities on allocation and utilization ef?budget, 27% often feel this

influence, 13% seldom feel the influence of higher authorities on budget, 27% hadn’t
4 > ;

shown their opinion against this question whereas 20% respof{dent ¢laimed that they were
2 T

always independent and never feel influence of higher authorities on budget.

pn
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Table 4.18 appraisal and Evaluating i i
: . .§§ No 5. N
Sr# Items Always .| Often | Seldom | | Never | Total
§ Op_inion : 1 :
Appreciate  the | Responses 8. 0 32 8 12 | 60
3 ‘

1 ‘ E - ""*’3 . o e
subordinates Y%age 13 0 ;3 13 20 100
Provide  feed Respotlses 0 4 - ;18 8 ‘0 ; 60
back Yeage 0 7 80 13 0 " | 100
Assessment and Responses 4 1 E 4 12 g ; 60

3 |evaluation  of , ) :r . '

K ¢ . -
staff Y%age 7 20 gO 20 13 100
Realistic ~in Responses | 21 12 17 1 9| 60
4 | writing ACRs . L RN R
Y%age 35 20 12 18 15 | 100
3

Table 4.18 is about another aspect of administration that is Appraisal “and .

4

evaluation. The 1% item of the tablé 4.18 depicted the information about appreciatinig the X

b
F

subordinates for showing better performance. After analysis cﬁ” the data against this item it

%

is clear that only 13% respondents always apprecnate their subordmates for their better

performance, 0% percent respondents often apprecnate their subordmates for their better

subordinates for their better performance.

F

o
=

;

¢

performance which means against this level no response? was found, 32% percent
1

3

)
respondents seldom appreciate their subordinates for their better performance, 13% had

no opinion about this item and 20% percent respondents never appreciate their

T .
The forth item was about the assessment and evaluatiOn of the subordinates. Thls

item is a key aspect of staffing because if a chairperson was npt competent in this area he *

65
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H

examining the data in response of this item the researcher come to know that 7%
. E 3 ?
3

Bl 1A bt e

‘ . . 3. A .
respondents always assess and evaluate their subdrdmates proﬁmently, 20% respondents L
often assess evaluate their staff properly, 40% respondents thmk that they were seldom :

i

%
able to assess and evaluate their subordinates, 20% had no OplI‘llOIl about the assessfnent ¥
£ {
and evaluation oOf the staff and 13% respondénts nevef, assess and evaiuate the
subordinates. For smooth functioning of the department 13 was necessary to prov1de

feedback by the chairpersons. Analysis of the obtamed datf shows that no respondent

always like to provide feedback to their subordinates, 7% resgendent often like to provide

E P
feedback to their subordinates, 80% respondents seldom like ‘to provide feedback to their”
4 ’
% 5
subordinates, 13% respondent had no opinion about providing feedback, and no

response was found against never providing feedback which means no one committed

that he never provide feedback. .
j

LAy oy

After analyzing the data in response of 4" item researcher come to know that 35%
ph .
respondents always use to write annual confidential reports fealistically, 20% respondents

v
1

often use to write annual confidential reports realistically, 12"? respondents always use to

write annual confidential reports realistically, 18% shown fio opinion about it whereas
4 &
15% respondents always use to write annual confidential repoits realistically.
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Table 4.19 Attitude towards subordinates

nghigiis 2 S Mhapnpsrioe . W

gyl

Sr# | items Always | Often Seldo?n ¢ Never | Total
, Avoid creating | Responses 8 16 8 § 16 12 60 ¢
conflicts Yeage 3 | 27 | 13 K 20 [ 100,
Training of the 4 20 g4 4 24 1" 60
subordinates for Responses 3
2 | their - s - L
professional Y%age 7 33 13% 7 40 | 100
development | B R I N R B »
] Cooperate and | Responses 6 4 8’%; 30 121, 60 -
encourage staff Y%eage 10 7 13 E T 50 20 [:100
Share the Responses 9 7 12_’ 8 24 60
authority Y%age 15 _22 20; 13 40 |, 100
Like to Responses | 0 15 241 4 17 | 60
5 | Delegate i - _
welcome to the Responses 11 5 16 7 21 | 60
6 | innovative ideas . , . a N I
of the staff Y%age 18 '8 27§ 12 35 | 100
— _3: .
; i

The table 4.19 was about the attitude of administrtgto't‘s with their staff. For

3.
§

we

ks v

oyl

‘provide best sérvices, the
performance of subordinates play a pivotal role and it may be increased by the heads by
) £

increasing the efficiency level of the department and to

training, avoiding to create conflicts, cooperating and encouraging, sharing the authority,

. i E
delegating the authority, greeting their irinovative ideas. The first item of the table was .
about training of the subordinates for their professional development. 7% respon&ents .
Bl
3 e .
claimed that they always try to groom their subordinates, 33% respondents claimed that

b

i
they often try to groom their subordinates, 13% respondents claimed that they seldom try

o
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to groom their subordinates, 7 % respondents had no opinion “about it , 40% respon&ents

4
E]

never tried to groom their subordinates. :
i

W W

To avoid_ creating conflicts among subordmates was also the resp0n51b1hty of ¥

chairpersons for achieving better services. From the data of th 1rd item it was apparent that -

r o

13% respondents always try to avoid creating conﬂlcts 27% respondents often try to

.mm

avoid creating conflicts, 13% respondents seldom try to av01d creating conflicts, 13% had

1

no opinion about creating conflicts among subordinates, and_{20% respondents nevé;r try
to avoid creating conflicts. b , %

Fourth item shows the extent levels of cooperating anid encouraging staff for :their
better performance. 10% respondents always cooperate an;fd encourage their staf? for

S
&

B
increasing their efficiency level, 7% respondénts often cooperate and encourage their staff

for increasing their efficiency level, 13% respondents often cooperate and encourage their
g the! 0P
£ : -

staff for increasing their efficiency level, 50% had no opinion cooperate and encourage

»a

't

A e

B3
¥

. . . . A . 51 N
their staff for increasing their efficiency levels 20% respondents never cooperate and

g

. _F : N
encourage their staff for increasing their efficiency level. 15% respondents always share *

4
authority with their subordinates, 12% respondents often fshare authority with their
¥ :

. . ¥ )
subordinates, 20% respondents seldom share authority with their subofdinates, 13% had

¢
£
no opinion about sharing authority which means they don’tif bother this dimension and
3 “
40% respondents never share authority with their subordmatesit *
In response of delegating authority the analysis of data against it reveals that no

respondents like to delegate authority with their subordmates 26% respondents often like

wrdy,*

to delegate authorlty with their subordinates, 40% respondents seldom like to delegate B

ki3

3

authority with their subordinates, 7% respondents had no opmlon to delegate authonty

_ ¥
with their subordinates, while 27% respondents never like to delegate authority with their

¢
subordinates. To provide the services in modern way there should be creativity in all staft |

H
H3
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members and it will be polished when chairpersons will welcome to their innovative

3

¥

ideas. The analysis of the data against this item depicted that 18% respondeénts always

3!

¥

wélcome to the innovative ideas of the staff, 8% respondents often welcome to the

innovative ideas of the staff, 27% respondents seldom welconge to the mnovatlve 1deas of

!

never

the staff, 12% respondents had no opinion about it wheré'as 35% réspondents ! )
welcome to the innovative ideas of the staff. { ! E
- ¢ ¢
Table 4.20 Prevailing Practices I
‘_ 3 “No 5 1
Sr# | Items Always | Often | Seldom | Never | Total
‘ H Opinion :
Create friendly | Responses 8 1 14 12 18 g1 60
1 | environment 5 - = — — -
| eage 13 23 | 20 30 13, | 100
Trust on | Responses 8 5 28 9 10. | 60
2 | subordinates o = S '
| Yeage 13 8 | 47 15 17 | 100
Dislike to make Responses 8 16 —8 16 12 60
3 | social relations . : : 1
Yoage 13 27 13 27 204 | 100
Equally * treat | Responses | 11 | 5 | 28 9 7 | 60
4 | subordinates . . ,
| Yoage 18 8 a7 15 12, | 100
Use incentives | Responses 0 10 20 27 g8 | 60
5 | to reinforce .the P 5 n
subordinates Yeage o | 17 | 33 37 137 | 100
Want the . i)
Responses ;
training of staff esponse 8 14 ; 2 1,18 8 60
6 |to increase the T :
. 0 3
proficiency of |  %age 13 23 20 30 13 100
using computer ¥
i

The data in the table 4.20 depicted about the prevailing practices of- the

i

administrators. The first item was about the envi__?onment of the departments. Analysis of

i
|

the data against the item friendly environment shows that 13% respondents always t;ry to
4 .

create friendly environment.in their departments, 23% respondents often try to create

kS

friendly environment in their departments, 20% respondents seldom try to create friendly

environment in their departments, 30% respondents had ho opinion about creating

69
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friendly environment and 13% réspondents never try to create friendly env1ronment in

%
their departments. Second point was about trustmg on subordmates Analysis of second

&

item shows that 13% respondents always trust on their su;]gordinates, 8% respondents

often trust on their subordinates, 47% respondents seidom '?trust on their subordin'ates,

-{
15% had no opmlon about this item, 17% resporidents never- trust on their Subordmates

s

"

i

-; i
Third item was about disliking or llkmg about makmg social relations. ;The'

: 'i :
analysis of available data shows that illustrate that 13% respondents always dlsllke to

. & ;
make social relations with their subordinates, 27% respondents often dislike to make .

i

social relations with théir subordinates, 13% respondents seldom dislike to make social

relations with their subordinates, 27% respondents had no ;ogpinion about making social
. 5 ;

. . . N ‘. . 3,
relations with their subordinates, 20% respondents never dislike to make social relatlons
4
with their subordinates. It was the demand of all subordmates that their chalrperson

should treat them equally. By analyzing the responses agamst this itém researcher come

-g 1

to know that 18% respondents always equally treat their subordinates, 8% respondents
:5

often equally treat their subordinates, 47% respondents seldom equally treat thelr

subordinates, 15% had no opinion in this regard and 12% respondents equally treat thelr

subordinates.

i+ Vb gy
s A Wiam

By using incentives we can reinforce the subordmates and make their serv1ces R

H i
more and more proficient. Due to the most important aspect for provision of best services

:f:.

from the subordinates it was also included in questlonnalre.* And when responses were
% t

T i
analyzed researcher come to know that no chairperson respond against the always

.. T - x T
provision of incentives for better performance, 17% respondénts often use incentives for
1 :

. . § 3 .
better perfonnance, 33% seldom do this practice,’ 37% hadn’tﬁ_shown any opinion whereas

b

e iopieinn

13% respondents often use incentives for better performance

AL

*
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Section B :
Analysis of the data of Controllers .
Table 4.21 Gender i !
Frequency Pe_icen’tageg i 3
Male 18 £80 &
Female 2 % 20 e
Total 20 § 100

s

-8

Table 4.21 was about the gender of chairf)ersons. 1t shows that 80% controllefs of -

[

"B

examination male were while 20% were female. From this table we conclude that

majority of the controllers was male. ié §
Table 4.22 Age in Years ¥ i 5
45and - i Abové
46-50 51-55 56-60 i Total
below 3| than 60
No. of 3 5 6 4 i 2 20
_responses : X
Yeage 15 25 30 20 3 10 106
According to the table 4.22 age of 10% chairpersons was below than 45, 20% of
them belong to Age group 46-50, 33% were from age grouff 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 théir age. It also indicates that majority of the{chairper’sons belongs to age
group 51-55 and a minor no of chairpersons belong to age group 45 and below.
‘?A .
3 £ i
Table 4.23 Designation E
Additional . Deputy
Controller/ Controller/ || Controller/ o
Sr# Additional director |-  Deputy Total
director examination |{  director i
, e examination ¢ examination
1 | Responses 4 7 ; 9 60
2 Peréentage 20 35 ! 45 106 -
7 t
% : ) i u
, ¥
+ t
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Table 4.23 provided the data about the designation of heads,of departments. It depicted§
= . % 7 5.
. ¥ L ) H ) . _ ¥ z
that 8% respondents were assistant professors, 67% respOndel%ts were Associate Professor
and only 12% were professors. 13% respondents hadn’t written their designation. ~ } :
Table 4.24 Qualifications i g 3
g L
| Post i
Sr# Masters M.Phill Ph.D , Total
i Ph.D P
1 Responses 15 1 4; 0 20
2| Percentage 5 5 20 0 | 100
. i

Table 4.24 describes the Qualifications of reSponderits. According to the table

only 2 (3% of the Sample) chairpersons had ‘master’s degree¢ and one of them,was

¥
K

Associate Professor while the 2™ One Assistant Professor.and was in charge of the

i
department not chairperson. No chairperson was found fv’vith M.Phill degree. ’The
s
qualification of 77% chairpersons was Ph.D while 20% were found Post Doctorate
' : 3 :
E i f
Degree. From the information provided in the table majority of the chairpersons;was
| L
Ph.D. i i
Table 4.25 Experience (Yeéars) 3
4 4
10 and . i
Sr# 11-20 21-30 31-40 Total
‘below )
1 Responses 0 04 ] 3} 3 20
2 Percentage 0 20 65% 12 100

d.;'lqm e, | -

This table contains the information about cXpe‘rienée of the chai

rpersons. Only

10% chairpersons"vHad experience less than 10 years, expeficnce of 30% was between

§-

(11-20) years, 40% had experience Between 21 to 40 years and only 20% had expcraence

from 31 to 40 years .

chairpersons had experience of 21 to 30 years.

72
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By analyzing the data of table 4.4 we%an say that majority of the
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Table 4.26 Administrative Training ) % .
Sr# No Yes ; Total
1 Responseé ] 15 5 ; 20
2 Perceniage 75 h 25 % 100

,.';u‘,,»:')',...‘:"d.;g o §

s s ey

PR

W

Table 4.26 provided the data about admmlstratlve trammg of chalrpersons before

or after joining the post. According to this data, 66% respondent had not partlclpated in

xi

any training while 25% taken administrative training. By utlllzlng the information glven

E
.

in the table the researchers come to know that majority of chairpersons hadn’t received _

any administrative training. .

Table 4.27 Participation in Managerial Course
E

1

N

T o Smastfl ogran Bl o

Missing
Sr# No Yes Total
v value
1 | Responses 11 i 5 20
2 | Percentage 55 | 20 [ 25 100

According to the table 70% of the respondents li'gd' not participated in'any

i

managerial course. Only 20% of had managerial training whlle "10% hadn’t respond a about

L

managerial training. This table also show that majonty of chairpersons hadnt

participated in any managerial training course while a minor number had participated a

managerial training course. 10% hadn’t respond against this item

3

e

Table 4.28 Type of Training

Financial Strategic ) Corporére Not
Staffing M | Managemen | Manageme . Total |
‘ anagement ¢ i nt Applicable
Responses 0 2 -2 13 0 11 20
Percentage | 0 10 0 | § 0 55 100
Table 4.28 illustrate about the type of trammg recelved It shows that 20 %

chairpersons received training of staffing; 8% recelved training about ﬁnanmal

woow s

i
management while 5% received training about stgategic management. From this table the
i E :
73 {
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researcher comes to know that most of the chairpersons whoi'had received training, j}heir

= S

e Y

area of training was Staffing.

L 4
Lk e

B R R Y

Table 4.29 Duration of Course

et

Not | Few | 13 | 69 | 912 | Mising | ot
applicable | days | (Months) | (Months) | (Months) | value
Responses 12 4 0 0 0 4 g 20
Percentage | 60 20 o 1 o0 | o | 20 | 100
3 P

The information about the training was provided in Table 4.29. 20% respondents
received training consists on few days, 10% received a traiﬁing having duration of 1-3

months while 2% hadn’t respond about the duration of the tr?iining. Table 4.8 shows that

the chairpersons who received training, the duration of the most number of trainee was

i
*® .
few days, and dufation of training received by minimum number was one to three months
while no one had réceived training of four months or above. 3% hadn’t written their
response. X :
; ;s
Table 4.30 Effects of Training i
Not | T Not ‘ To soineh To aréat
Not at all Total
applicable Clear Exteglt Extent
Responses 12 0 2 3§ 3 20
Percentage 60 0 0 | 1s; 15 100

According to the table 4.30, 10% responaents were not clear about the affects of
4

training on their practices, 5% respondents apply the knowl%dge and experience of the

training in their practices to some extent while 18% respondei;lts apply their knowledge to
great extent. From the information given in the table 4.9 researcher come to know that

the chairpersons who had received training most of them appl; it during their practices to

*

a great extent while a very few number responds that they apply it to some extent.
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Table 4.31 Computer Literacy

_ i
respondents were computer literate while 12% were not. This

¥
3'";% ﬁ
bl
»dw \
g
i

g

EY
IQ;“ '

¥

oo |25t |t | soinis | oppibiesin s & poctbenos 5,7

Sr# | No 1 | Yes “Total
1 Responses ) 2 18 20
2 Percentage 10 90 100

Table '4.31 describes the information about théjé

Fa

1 el e st e | s e

i ot

3
computer literacy. 48% .

table reflects that most of

the chairpersons were computer literate. k 3
i
s
Table 4.32 Competency in Planning 3
Sr Response 1 No - L
Items Always | Often | Seldom | . Never | Total
# ! % age 1 | Opinion
Competency | Responses | 4 5 4 2 5 20
1 | inPlanning ; - i
Objectives Yoage 20 25 20 z lq 25 100
i E
£ -
Com;;:eltency Responses 3 5 2 % 6 4 20
2. " implementing : - ; o - .
the Planned %age 15 25 10 % 30 20 100
_ Instructions . . ;
Competency Responses 4 3 6 * 2 5 20
3 in Pre e ) i
: Planning a o ¢ .
Task | Yoage 20. 15 30 £ 10 25 100
Meet the i
4 Planned Responses 6 2 3 é; 5 4 20
Targets : S * s ;.
Successfu]]y %age 30 - ‘ 10 15 g 25 20 100

‘ - : 4 .
According to the table 4.32, 20% respondent found them always competent to

:F

plan the objectives, 25% often plan their objectiaves ﬁroﬁcieﬁfly, 20% respondents found .
i

themselves able to plan objectives seldom,10% had no c’;pinion about planning the

objectives themselves and 25% of them said that they ":‘hever planned objectives

b

themselves. This table reflects that majority of the chairpersons found them competent in

75
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planning objectives for their departments occasionally. No respondent found him always *

3. k]
i

compeétent in planning objectives for his department

" s

S

It also gives us information about the successful 1mplementat10n of planned

instruction. Only 15% respondents always found them competent ‘in implementing the
%
B - 3 X . 3

planned instructions, 25% respondents often found them ablg to successfully implement
4

the planned instructions 10% respondents seldom found:"«t%them able to successfully*

. ' 2 - v
implement the planned instructions while 30% said that they had no opinion about the
said question.20% respondents never found them able to succéssfully implement the

planned instructions From the above tablé researcher carnl reproduce that minimum -

‘, 3

number of respondents always found themselves competent 1 m 1mplementmg the planned

instiuctions while maximum respondents seldom found them competent for suecessﬁll

¥

3

S i

implementation of already provided planned instructions.

On the third number it shows the extent levels at lfl/hich the administratois of

examination department think them able to preplan about any task assigned by higher
-3 ?
authorities. 20% respondents think that they were always fﬁompetent; 15% also often
: b -
. E
competent, 30% seldom competent, 10% had no opinion while 25% found them never
l

i

competent to preplan any type of task assigned by higher authontles From the data of

1
this table researcher come to know that majority of the respondents never found them able
l

to pre plan the tasks.

- refifilier e

It also reflects that 30% respondents always meet thelr targets successfully, 10%

of the chairpersens often meet their targets successﬁllly, 5% respondents seldom meet

t

their targets successfully, 25% had no opinion about the successful congregation of the
%

targets while 20% never achieve their targets successfully.
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Table 4.33 Competency in Communication % ¥
Sr Response o e gNo T
Items P Always | Often | Seldom | ;3 Never | Missing |..4 .
# ! % age _ Opinion value: v
%
Effective 2 H A 3
| Use of Besponses ) 5 A4‘ } 1 3 ‘ 5 20
Interperson o 1 s
al Skills - Yoage 10 25 _ 120 F 5 _:15 25 i 190 :
Effective | Responses 3 4 6 s; 3 4 i1 20
2 | communica — e ' * -
_tion Yoage 15 20 | 30 15 20 0 7| 100
Listen and 'é =
spontaneou | Responses 5 3 4 :5 1 2 20
3 sly i . .
understand o LT . : R
1 #0020 10
the Ideas A»agg 25 3 §25 5 10 - 0 ‘
Feel a £
communica | pesponses 5 ] 4 5 2 3 20
tion gap 3 "
4 between L :
me and my % 3
subordinate |  %age 25 5 20 #25 10 15 ° | 100
s/ superiors 3 *
Feel 2 - & = . a
difficulty * Responses 3 -5 37 3 0 . 20
5 in [ : = : ; -
expressing | Perentag | g 15 25 %35 15 0 ;| 100
... | the opinion © & &

Table 4.33 represents the information about the comp

E.

etency in communication.

. . . e T . LB
The item on serial number one was about the effective use of interpersonal skills. It

indicates that 10% respondents always use. interpersonal  skills effectively, 25%

i
respondents oftén use interpersonal skills effectively, 20% respondents seldom use

interpersonal skills effectively, and 5 % had no opinion

]
%

I

about the effecti

@

interpersonal skills while 15% respondents never used interpefsonal skills effectively.

ve use of

The item on serial number the extent levels of feelings about communication
+ f -

problem by chairpersons of the departments. 15% ,respondents always~§fee|

|

communication gap between them and their stake holders, 2jO % respondents often feel
i :

z
communication gap between them and their stake holdefs, 32% respondents seldo

communication gap between them and their stake holders

*
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r stake holders and: 20%

o
respondents always feel communication gap between them and their stake holde‘rs‘iThe

-,r

o

opinion about communication gap between them and the

Wi

+ l

item number three of this table shows the extent levels to whlch thé respondent llstens

Wbaw:

and understand the ideas of others. From the figures of this |tem it was represented that

25% of the sample always listen and spontaneously understand the ideas, 15% of the
‘}

sample often listen and spontaneously understand the 1deas,~20% of the sample seldom i

listen and spontaneously understand the ideas,” 25% of the sample never hsten and

spontaneously understand the ideas while 5% do not bdther this dimension of

communication.

g Yudape

The item on serial number 4 represents 'the 'measur S about the extent levels to

$

‘lw)-‘mw w r_’-tm»-ﬂﬂ .

which the respondents feel a communication gap with thelr ubordinates and superlors

From the data in above table it was clear that 25% of them always feel a commumciatlon

gap, 5% of them often feel a communication gap, 20 % of them seldom feel a
communication gap, 25% of them had no opmlon about commumcatlon gap even it:was

&. £

or not while 10% of them never feel a communication gap;'vv'vith their subordinates and

g 5
Superiors. ”'i .

The item five emphasis on a very important dimension of communication. It
k] 3

provided a very clear picture about the opinions of the 'respondents that how much

confused they were in expressing their opinion. 10% respoﬁdents were always feel no
& ¢

difficulty while expressing their opinion, 15% respondents : ='are often feel no dif’ﬁéulty

while expressing their opinion, 25% respondents were seldom feel difficulty whlle
k: ¥

expressing their opiniofi, 35% had no opinion about it and lS% respondents feel that
5

oy

they were never confident while expressing their opinion.
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Table 4.34 Decision Making § N
o 5 L. 3 5. 4 %
Sr _ Response ¥ -2l No P4
Items . Always | Oftén | Seldom ; | Never |} Total
# s ! % age ' X Opinion 1
Competency | Response 2|+ s 4 | 1 3 |f 20,
1 | inDecision | : L7 |
Making | o%age | 10 | 25 | 20 | 5 | 15 [} 100
WO}' : Response 3 4. 6 3 3 4 20
2 | according to L
my own Set : I 2 S R -
Priorities | “0age 15 | 20 | 30 4 15 20 |, 100
Assign ' ; -
. Tasks | Respomse | 5 3 I 1|y 20
3 | According v : . _ o], : i .
totheir | %age | o5 |%15 | 20 I 25 s |1 100
| Abilities | . v 1N -~ . i .
Consultation
4 | before Response | 5 |, 1 4 5 2 |: 20
making any p—-— - - -
decision Yeage 25 | 5 | 20 25 10 |: 100
Examine all R ) v
5 | relevant esponse 3 5 7 3 20
information 5 : . 1
| Yoage 10 15 | 25 | 35 i5 |1 100
Make R . "
decisions esponse 2 4 5 5 4 ¥ 20
6 | consistent | ~ v £
with  plans | %age 10 | 20 | 25 i 25 20 | 100
and policies . & .

The table 4.34 provided information about the different dimensions of decision

]

making. The first item of the table reflects the information éb?out competency in decision

making. It was clear from the table that 10% respondeh%ts find themselves al@vays
i

competent in decision making, 25% respondents find themselves often competent in
E .

decision making, 20% respondents find themselves seldom competent in decision
: i :
making, 5% respondents do not had any idea about decision making while 15%
¥

respondents find themselves never competent in decision making.

3 2
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The second item signify that to how much extent thé respondents work accordlng
i
to his own set prlorltles According to the information avallable in item 2 of the above

,

v

table 15% respondents always work accordmg to their own set priorities, 20% often work
accordirig to their own set priorities, 30% respondents seldom work according to thelr

own set priorities, 15% had no opinion about it while 20;/0 respondents never work

it

according to their own set priorities. The third item was about making write decnslo‘ns ’

b H
e : . .. & s e
while assigning the tasks to subordinates. It was very important diménsion of decision
k4 1 i
i 2
making to assign the tasks according to the capabilities of tkii'e persons. From the above
2 H

information it was clear that 25% respondents always cl'aimithat they always assign the

tasks according to the capabilities of subordinates, 15% often do this practice, 20%
PR 3 !

seldom do, 25% had no idea of this dimension and 5% nes;ier bother this dimensién of

K

decision makmg durmg their practices.
.

The item number four emphasis on consultmg thh all relevant people before

M'( '{ﬁ#‘ﬁ“"'l'ﬁ“

. . . . : £ - ‘
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
4 H

making any decision, 20 % respondents seldoi:n consult with relevant people before
i i !

making any decision, 25 % do not given any o‘"’binion while they consult relevant people

or situations before making any decision and 10% re‘spgndents néver consult “with .

relevant people before making any decision.

e - PRS-

25, Mty

After analyzing the item number 5 of the table researcher come to know - that

10% respondents said that they always examine all the ‘relevant information before
3, o

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 % neifer do this.

Ao

. B . . . v
The last item of the table was about a very important dimension of decision
Y 2
- . . . . . - - M ) -
making that was “to make decisions consistent with policies, and plans. After analyzing
:
|4
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the data obtained in response of this item it was clear that 10% respondents always take i y

decisions consistent with policies and plaris,

% 3

anwmﬁi‘d

£ -4
iw

*
*® 694 ¢

Ui, % ;}!

20% respondents often take dec151ons

e

P

Fwd

E
*i i
consistent with policies and plans, 25% reéspondénts seldom take decisions consistent w1th i
g ¢ i
policies and plans, 25% had no opinion which indicates that a significant number of ¢ ¥
. ¢ i
chairpersons do not give importance to a an ‘essential element of decision making which
é §
may cause’ wrong decisions or failure of the system while 20% respondents never. take ’
decisions consistent with policies and plans. % ; ‘
‘ i :
Table 4.35 Problem Solving % "
Sr : Responses Y 5 No jr :
Items Always | Often | Seldo om . Never. | Total
# o - § | Opinion
Yoages | 3
1 | Diagnosing ;Responses 3 - > 6 ;" _ _5'.‘ , b 20,
Problems Yoages 15 25 30 %f 25 5 °] 100
5 Handling Responses 2 4 5 5 N ~4 | 5 % 20,
Problem Yoages 10 20 25 ¢ 20 25 5| 100,
3 | Situational Responses 3 ) 2 4 £ 6 ‘ 3 4 20”
“ | Analysis %ages 15 10 20% 30 15 7| 100
- : TR & . s
Think | Response 4 5 37 1 7 20
4 about all , . 3 : _
possible %ages 20 25 151 5. 35 | 100
‘solution , ) : b e .
Consult | Responses 3 6 % 5 1 5| 20 .
> | withteam | —p BE 25 0% | 2 s 100
members oages B % i il
To select H R
the best Responses 2 4 5 i 4 5 i 20
6 | solution of . S . _
the %ages 10 20 25« 20 25 100
Problem : %

Table 4.35 provided the picture about the problem sol'ving skills of respondents. It
M

&
was an essential element of the administration. Problem soivi;!ag skill plays a key role for -

successful administration. The basic components of problem-'f‘solving were distinguishing
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a problem, handling a problem, situational analysis, to think*about all possible solutions, *
N . ¥ -

Consult with team members about the solutions and to select the best option.

L Ve .. 5 % . . i s%

The 1% item was about distinguishing a problem. It enlightens about the extent”’

E ¥ 1

respondents feel them always competent in diagnosing problem, 25% respondents feel :

§ £

them often competent in diagnosing problem, 30% resﬁéndents seldom feel them
3 .

competent in diagnosing problem, 25% had no opinion ébom_f"‘fhis 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.

q
H

3 )
The 2™ item of the table was about a very importang aspect of problem solving
.-i
z
that was “to handle problem” sensibly. After analyzing the data obtained in response of

[
this item it was clear that 10 % respondents always handle problem sensibly, 20%
>

respondents oftén handle problem sensibly, 25% responderits seldom handle problem

sensibly, 20% had no opinion which indicates that a signiﬁiant number of chai'rpe?sons
- E M
do not give importance this essential element of problem solving which may cause wrong

solution or failure of the system while 25% respondents never handle problems sensibly.
¥ v
The 3rd item was about situational analysis. It enlightens about the extent levels of

situational analysis to think out the possible solutions of a préblem. According to the data

obtained against this item 15% respondents feel them alwaiys competent in_situational
i :
*

analysis, 10% respondents were found them often competent:in situational analysis, 20%
. : . i

respondents seldom feel them competent in situational analysis, 30% had no opinion
b4 ;

regarding to this facet which means they had- no idea about situational analysis for
and despite the fact that 15 % respondents feel them never competent in
I .

problem solving

situational analysis.

~m«M mm N 1;&',
-
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The 4% item indicates another important aspect of problem solving that was about
Ly

3

.4?
all possible solutions which were after situational analysns - After analyzing the data

Heitrsopm.® P

obtained in feaction of this item it was clear that 20% respondents always think about the

ik

all possible solutions, 25% respondents often think about the all possible solutions, »1 5%
respondents seldom think about the all possible solutions, 5% had rio opinion whlch
:; i

indicates that a significant number of respondents do no% give importance to a an

3
3

. . Gk , ¥ . . N
fundamental element of problem solving which may guide us “towards a wrong solution of *

the problem while 35% respondents never think about the a]l possible solutions before

.Ai §
selecting a solution and after situational analysis. § T

3 3

The item number five was about consulting the situations and possible solutions i

’5 %
with other members, while selecting an approprlate solution. It was very lmperatlve to
3

discuss regarding the faced circumstances and fe351ble ways 1n which we can resolve the

problem. From the above information it was clear that 15% respondents claim that they

¥
always discuss, 25% often like to discuss, 30% seldom do, }5% had no opinion about it ,

whereas 5% never bother this element of problem solving during their practices. The last
+ :

“ . . f i
step in problem solving was to select an appropriate solution. pf the problem. The data of
i !
¥
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:S'{xccess'ful in choosing"':best

e R VT

solution, 20% had no opinion about it and 25% feel that they never choose best solut

wn P R | Cp o Loy were
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Table 4.36 Staffing i‘ i
S#r Items Response | Always | Often | Seldom (;j?No ‘Never Missin;g Total
Y%ages o ) Opinion | - value; i
5 } ]
proper | Response | 8 6 o | 32 0 41| 20,
1 | recruitment — - ' ‘ - ‘ 1
criteria %ages 40 30 0 j’§10 0 20 ¢ | 100
Commitme — " — aga ‘ | '
nt for Response 7 6 5 {0 0 2 20
2 unbiased S si : s
appointmen | - otages 35 30 25 |- E‘ 0 0 10 % 100
Independe;l= Response — ; ‘ p
cein v 3 2 ;4“ | %’6 .3 2 a‘ %ng
3 appointing 3 g
and % 15 1 10 (" 20 | 80 | 15 | 10%] 100
transferring 0ages T i
staff L 2. 3 L a L

Table 4.16 was about staffing. To run the admlmstratlon soundly smoothly the ;
administrator should be very competent in this field. The serlal number of the above table 1
provided the data about describing proper récruitment crlterla for new appomtments It?
indicates that 40% respondénts always had well set crltcna for recruitments, 30% H
respondents often had a pre described criteria for recruitment fnid only 10% said that they

i
seldom had pre. determmed criteria for recrultments and no response was found in favor

3

g

of never following a pre described criteria for fresh appomtments

Second item was about the commitment of irespondents for unblased
appointments. By analyzing the data against this questlon it was noted that 35%
respondents were found always committed for unbiased appti)mtmcnts 30% found oﬁcn
committed towards unbiased appointments, 25% found sjeldom committed to“;far_ds

unbiased appointments and no response was found in} favor of never showing

4
i
a

commitment. :_ 1
¥

The 1tem on serial number 3 was about getting a nght to appoint and transfer the
staff mdependent[y After analyzing the data obtained in respjonse of this item reseal}'cher
come to know that 15% respondents want to be always ind%pendent in appointing and
transferring staff, 10% often want to become mdependent while appomtmg and

transferring staff, 20% seldom wants independence for appomtments and transfers, 30%

had no opinion about it whereas 15% never wants to be independent for appointments and

¥
i

transfers. 5

H
L
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Table 4.37 Financing ; :
Sr# Itéms €SPONSE | Always | Often | Seldom o Y0 | Never | Total
| eages | | i | Opinion | 7 i
Awareness | Responses | 5 3 4} 5 ro 20
1 about R E] _ =
ﬁnancial rule %agés 25 ¢ 15 203r 25 5 3 100 -
Face problem } Responses 5 1 4% 6 4 1 20 -
2 to control ‘ ’; —— - —
budget Yoages 25 5 20; 30 20 ¢ 100
Encounte-r Responses 2 3 5 ";; 7 3 120
3 problel?'l in , L
handling | o 00 | 10 | A5 | 25} | 35 15 | 100
accounts L . L. & . .
Inﬂlfcnce of Responses 5 2 6} 4 3 200
4 higher . . & o :
authoritieson | 4 * :
0 2 1 1
" budget Yoages 25 ulO_‘ 3 f O_, 5 00
ES .-
%

an art. In table 4.37 was about impoitant aspects of ﬁnancing? The 1*

were ever aware of fin

& i
respondents seldom had awareness about financing rules, and 25% had no opinion about
T ¥

3

3

ancing rules, 15% often had awarcness;about financing rules,

3

The table 4.37 was about financing. Proper utilization’and allocation of funds was
E ®

portion of the tablc
: : i
/§o respondents said that they

provided data about thé awareness of financing rules. 25 b%

20% ¢

3

the awareness of financing rules while 5% respondents clgimed ‘that they never had

awareness about financial rules.

i -
budget. It was a cumbersome task to control budget and it requires a lot of competency.
- ) 8

25%

m»-"mim

2
1

¥

The second item was about the trouble faced by administrators in controlling ..
i

respondents always feel problem in c'ontrollingé budget, 5% found often
. H t

1

: -t
troublesome to control budget, 20% seldom feel difficulty in controlling budget and 20%

53]

said that they had no problem to control budget whereas 30%';had no opinion about it.

The third item was about encountering the probler%{ in handling accounts. By

analyzing the data in serial number 3 researcher come to kflow that 10% respondents_"’i

3

. . 3
always encounter problem in handling accounts, 15% respondents often encounter

85
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problem in handling accounts, 25% respondents seldom encounter problem in handling @ !
+ ¥
accounts, 35% respondents hadn’t any opinion about handliriig accounts and 15% never ©
feel difficulty in handling accounts. It means that 10% respdildents feel them competent
v A 3 Poed
in handling accounts. % i f
The fourth item describes the extent level to which higper authorities influence the i ix
budget. The analysis of obtained data shows that 25% resdﬁondents always found the {
influence of higher authorities on allocation and utilization ogbudget, 10% often feeij this
influence, 30% seldom feel the influence of higher authorities on budget, 20% hédn’t ?
shown their opinion against this question whereas 15% rCSpoﬁaent claimed that they were
i -
, N -
always independent and never feel influence of higher authorléles on budget. :§ s
£ e i -
Table 4.38 Appraisal and Evaluation i
Responses é N i :
Sr Items P Always | Often | Seldom Oni ® | Never | Total
o ¥ pinion :
# Yoages » N
- Appreciate Responses 5 i 4 ; 5 5 20
I the © T —
subordinates | 7eages 25 s | 2] 25 25 i 100
5 “Provide feed | Responses 2 3 5% 7 3 20
back %ages 10 15 254 | 35 15 4 .100
Assessment : 5 ;
and Responses 5 2 6 I 4 3 20
3 ) G i . L
evaluation ; Ty
of staff Yoages 25 0 30; 20 15 100
Realistic in | Responses 2 3 5 % 7 3 1 20
4 writing . = — =
~ ACRs %ages 10 15 25« 35 15 & 100

Table 4.38 was about another aspect of administrat

o

ion that was Apprai'salt‘ and

. %
evaluation. The 1 item of the table 4.38 depicted the informiation about appreciating the
i

subordinates for showing better performance. After analysis o;f the data against this item it

was clear that only 25% respondents always appreciate théirf’éubordinatcs for their better

performance which means against' this level no ‘response:

sy mtom

am nww :Wmﬁ%m«*u

performance, 15% percent respondents often appreciate their subordinates for their lféﬁcr

‘was found, 20% percent

%
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respondents seldom appreciate their subordinates for their better performance, 25%:had }

no opinion about this item and 15% pércent respondents never appreciate ftheirj_ :

subordinates for their better performance.

'

For smooth functioning of the department it was necessary to provide feedback by i

the chairpersons. Analysis of the obtained data shows that 10% respondent always like to -

= 2

i
provide feedback to their subordinates, 15% respondent often like to provide feedback to .

their subordmates, 25% respondents seldom like to provnde feedback to thelr

Gth

subordinates, 13% respondent had 35% opinion about providing feedback, and 15% ,
2

. % d

response was found against never providing feedback which means no one committed

~ -:%. 3

that he never provide feedback. : : % i

Amie!

¥ .
The third item was about the assessment and evaluation of the subordinates. This

L

item was a key aspect of staffing because if an administrato’f was not competent in this

5
rl

area he will not be able to encourage competent members and ‘discourage silly | persons ‘

I
While examining the data in response of this item the researcher come to know that 25% .
¥

e

respondents always assess and evaluate their subordinates proﬁciently, 10% 'respondents
often assess evaluate their staff properly, 30% respondents tl_iink that they were seldom ,
able to assess and evaluate their subordinates, 20% hadn’t opinion about the assessment

and evaluation of the staff and 15% respondents neve§: assess and evaluate- the

4

subordinates.

e Mg i G,

ACRs were considered as an essential component of the service of every ,

LA

employee. It plays an important role for their promotion of an: employee therefore most of -

s

ﬂl‘ﬂ’h

the employees were very conscious about it. After analyzmg the data in response of this

L,

item researcher come to know that 10% res'pondents always use to write annual
. i :
confidential reports realistically, 15% respondents often use to write annual conﬁdentlal

reports realistically, 25% respondents always use to write’ annual confidential reports

i
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realistically, 35% shown no opinion about it whereas lS‘V;respondents always use to
¥ e § ’ N
write annual confidential reports realistically. i ;
Table 4.39 Attitude towards subordinates ’ % 1 E
R ON e
Sr Items €SPONSES | Always | Often Seldom o Y0 . | Never | Total
_ S plnlon : H
#l %ages ; 1 | L
] Try tﬁ train | Responses 2 5 4 % 1 3 [ 20"
the _ ; _ 3l - 2y
subordinates |  7088eS 10 | 25 20 ¢ 5 15 | 100
Avoid. | Responses | 5 3 4 § 5 3 20
2 creating . e o _
conflicts oages 25 15 20 ¢ 25 | 1| 100
Cooperate Responses 5 1 4 ; 5 5 20
3 and - N i
encourage o : . . : b ;
staff Yoages ) 25 5 20 % | 25 | 25 ¢ 100;
. Share the Responses 2 3 5 E 7 : 3 20-
authority Y%ages 10 15 254 | 35 | 15 | 100
LiKe to Responses 5 2 6 % 4 3 20
5 Delegate — — —
authority Yeages 25 10 30| 20 15 | 100
welcome toA ) 3 4 ‘
the Responses 2 4 5 g 5 4 20
- 6 | innovative - - o &
ideas of the | ofa0es 10 20 25 3| 25 20 | 100:
staff % _ ‘ P
X - s

The table 4.39 wis about the aftitude of adminis

vy

1

Ww

rators with their staff For

increasing the efficiency level of the department and to’ “provide best serv1ces, the

encouraging, S

ideas, providing feedback and by realistically writing annual cgonﬁdential reports etc.

The first item of the table was about tr

training, apprecmtmg their performance, av

88

development. 10% respondents claimed that they always try

b R manasn, o bberey B

s Rien

3

%

performance of subordinates play a pivotal role and it may be increased by the heads by *

oxdmg to creaté conflicts, cooperatmg and
i

-8

sharing the authority, delegatmg the authontv greetmg their innovative

i

aining of the subordinates for their professional

{o-groom their subordiqétes,

b
.

e v 1 B
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25% respondents claimed that they often try to g"toom%thelr subordinates, §20% i
respondents claimed that they seldom try to groom their s‘u‘tibrdin‘aﬁes 5% respondents j{ ’

had no opinion about it , 15% respondents never tried to grodum their snbordmates ' f

To av01d creating conflicts among subordmates was ;also the respon51b1htyiof a z

: i

1

leader for achieving better services. From the data of second item it was apparent that

25% respondents always try to avoid creating conflicts, 15?% respondents often try to
4 g o

€«
avoid creating conflicts, 20% respondents seldom try to avoid’Cre'atmg conflicts, 25% had

e

2
% réspondents never try 10

no opinion about creating conflicts among subordinates and 15
% 3
: ; i
avoid creating conflicts. 4 1
3 ¥ {
Third item shows the extent levels of cooperating and encouraging staff for their
*‘i i

better performance. 25% respondents always cooperate an‘d encourage their staff for
B !

increasing their efficiency level, 5% respondents ofien cooperate and encourage their staff |
§ <

- i o Ao
for increasing their efficiency level, 20% respondents often coopérate and encourage their
staff for increasing their efficiency level, 25% had no opinion cooperate and encourage
their staff for increasing their efficiency level, 25% responidents never cooperate and =

i :
encourage their staff for increasing their efficiency level. 10",/0 respondents always share

authority with their subordinates, 15% respondents often%share authority with jitvheir g
subordinates, 25% respondents seldom share authority with Eheir subordinates, 35% had
4

no opinion about sharing authority which means they don’t: bother this d;menswn and

a«niwi»« iy i

15% respondents never share authority with their subordmatesf

In response of delegating authority the analysis of data against it reveals that 25
{?

respondents like to delegate authority with their §ubordinates§»] 0% respondents often like

to delegate authority with their subordinates, 30% respOndents seldom like to delegate
F

E

authority with their subordinates, 20% respondents had no oiinion to delegate authi_cirity

1

3
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with their subordinates, while 15% respondents never like to elegate authority thh thelr

J

subordinates. ¥
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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 mnovatlve
3 i
ideas. The analy51s of the data against this item depicted that 10% respondents always %

2

welcome to the innovative ideas of the staff 20% respondents often welcome to the

§

ST

S

3
k]

the staff, 25% respondents had no opinion about it whereas 20% respondents never

welcome to the innovative ideas of the staff. . é z
Table 4.40 Prevailing Practices § t
Response * No Missing
Sr Items Always | Often | Seldom | ! Never ;| Total
4 %ages O%plmon value
Create Responses 3 4 1 2 is 4 2% | 20
1 friendly i Lt ‘ ,
environment Y%ages 15 20 10 ; 25 20 10;‘ 100 ¢
5 Trust on Responses 3 2 4 { 5 3 33 20
subordinates | %ages |- 15 0 | 20 [§25 15 15 | 100
Disliketo | Responses | 3 s | 6 |§5 | 0; | 20
3 | make social = SR =
4 Equally treat | Responses 2 4 5 % 4 4 1 20
subordinates | %ages | 10 | 20 | 25 |20 | 20 5% 1 100 -
Use Responses 3 2 4 ‘; 6 3 2 20
5 incentives to i
inforce th .
remioree e 1 ogages 15 | 10 | 20 |F30 15 100 | 100
subordinates ‘ "

The data in the table 4.40 depicted about the prevailing practices of the

*

administrators. The first item was about the environment of the departments.: The
F

vy
-
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13
environment of the department is directly proportlon to the competence of the workers !

SRR s

and chairpersons of the departments were responsible for m'atgln‘g the environment on the ;
departrhent. Analysis of the data against this iter% shows thatiS% respondents alwa)%s tryz
to create friendly environment in their departments, 20% res%ondents often try to cireate 3
friendly environment in their departments, 1(;% respondents seldom try to create frlendly ¥

K :

ir
environment m their departments, 25% respondents had ‘no opinion about creatmg‘f
; H R4

4 i
friendly environment and 20% respondents never try to create fricndly envnronment m

their departments. i

Ty

3
Second point was about trusting on subordinates. An’alysis of sécond item shOws

[4

k

%
that 15% respondents always trust on their subordinates, 10% respondents often trust on

‘1 S
their subordinates, 20% respondents seldom trust on thelrisubordmates, 25% had no
% :
opinion about this item, 15% respondents never trust on their'subordinates‘. :
i .

? )
Third item was about disliking or liking about making socieil relations. The analysis of

;‘-u
1

available data shows that illustrate that 15% respondents always dislike to make social

relations with their subordinates, 25% respondents often dlshke to make social relatlons

with their subordinates, 30% respondents seldom-dislike to“make social relations with
) - 3
F N
their subordinates, 25% respondents had no opinion about making social relations ;with
3 !

€

their subordinates, 5% respondents never dlsllke to make 4}soclal relations with thelr

subordinates.

m Masprig
gy . it

It was the demand of all subordinates that their chgnpefson should treat them

equally. By analyzing the responses against this item researcher come to know that 10%

respondents always equally treat their subordinates, 20% resf)ondents often equally ftreat ,

t
3

their subordinates, 25% fespondents seldom equally treat theii'i' subordinates, 20% haid no
t 1

¥
opinion in this regard and 20% respondents equally treat theit{'subordinates. !
£
5
J &
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By using incentives we can reinforce the subordinates and make their ser\;/ic'es:f:
! % 3 3
i more and more proficient. Due to the most important aspect for provision of best ser\f/ices
from the subordinates it was also inciuded in questionnalrej And when responses were §
analyzed researcher come to know that 15% respondents responded against the always :
4 B
provision of incentives for better performance, 10% respondents often use incentives for j
N : 1
. . . 4 . . B
better performance, 20% seldom do this practice, 30% hadn’t shown any opinton wheéreas
Lo k2
: - % 3 i
15% respondents often use incentives for better performance. } i
i §
i
: 3
A i i
B ?
g H
o 3
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Section C ]
I Analysis of the data of Dean
Table 4.41 Gender LI i
Frequency | Percentage i 3
Male 21 | 84
} Female i 16 ;
Total 25 100 ) f
Table 4.41 was about the gender of deans. Tt shows that 84;:/:; Percent deans were men :
while 16% were women. From this table wz conclude th‘atﬁhajority of the deans were
male. g s
Table 4.42 Ages ¥
4S and o ) Above
46-50 51-55 56-60 Total
below % than 60 .
¥ No. of 0 2 8 12 3 25
v responses _ L
%Yage 0 8 32 ;548 12 100
According to the table 4.42 age of no dean was below than 45, 8% of them
+ ‘E
belonged to age group 46-50, 32% were from age group 5?-55 48% belonged to age
group 56-60 and only 12% were from age Group above tha:% 60. Majority of the deans
belonged to age group 56-60 and a minor no of deans belonged to age group 46-50. » :
i ¥
Table 4.43 Qualifications ; 1
g 4
Sr. ‘
Ph.D Post Ph.D | Total ‘ .
No. A
1 Responses 9 16 25
2 Percentage 36 64 | 100 é £
i
. . i )
S ) i i
' 3
93 i .
| ; 3 ;
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Table 4.43 describes the Qualifications of respondents Accordmg to the table" The

qualification of 36% was PhD while 64% had Post Doctorate Degree. From the

information provided in the table majority of the deans was Ph D.

4‘

Table 4.44 Experience (Years) . . §
20 and "
Sr# 21-25 26-30 31-35 36-40 Total
below
.3 e i
1 Responses 0 2 5 <13 5 25
2 | Percentage 0 3 20 [r52 | 20 100

This table contains the information about experienee of the deans. No one had °

’i

experience less than 20 years, experience of 8% was between (21-25) years, 20% ‘had

experience between 26 to 30 years, 52% had eXperience from 31 to 35 years and 20%

E

had experience 36-40 years. By analyzing the data of table 4 4 we can say that majorlty

of the chairpersons had experience of 21 to 3Q years.

Table 4.45 Adniinistrative Training

mhtwii‘ﬁwiév%m&ﬁ, i

A

Pl o

£

Sr#

No

Yes

MlSSlll

g value

Total

k3
3

1

Responses

17

6

2

25

2

Percentagé '

68

24

—

100

sl (e, |7 ‘*ﬂpﬁ'

Table 4.45 provided the data about administrative training of deans before or after
¥ §

i

joining the present post. According to this data 68% respondent had not participated in

E
any training while 24% taken administrative training. 8% of the sample did not respond
o * ,.

¢
this item. By utilizing the information given in the table the researcher comes to know
that majority of the deans hadn’t received any admmlstratlve trammg 8% responses were

missing.
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Table 4.46 Participation in Managerial Training i E ;
i Mlssmg i
Sr# | ' No i Yes H Total
. ; value
1 Responses | 15 "4 ‘ ’§ 6 25
2 Percentage 60 | 16 | g 24 1007
§ i .

Accordmg to the table 60% of the respondents had not participated m any ,

managerial course. Only 16% of had managerial training whlle 24% did not respond

3 ¥
about managerial training. This table also show that majonty of deans had not
g f

participated in any managerial training course while a mmor number ‘had partlclpated a

5

managerial training course.

Table 4.47 Type of Training

sw o Y

b

A | AR e

. . . . ’Corporate
. Financial Strategic : - Not
Staffing Management | Management ;“ an:tgerne Applicable Total
Responses 3 1 . 0 i 0 21 | 23
%age 12 4 0 i 0 84 1| 100
Table 4.47 illustrate about the type of:training 'rec%eived. It shows that 12 %

chairpersons received training of staffing, 4% receive

management while no one -received training about strategic

1
H

éd training about financial
;

‘management or any other.
E

i & :
From this table the researcher came to know that most of the deans who had received

# £ <
training, their aréa of training was Staffing. . E .
Table 4.48 Duration of Course . ¢
) Not F ew 1-3 69 {912 VN-[i.ssing
i Total |
applicable | days | (Months) ‘(Months) ‘(Months) value | ¢
Responses 15 3 1, 0 £ 0 6 25
Percentage 60 12 4 0 § 0 24 ;‘1 00
i" ] i;.

The information about the training was provnded in Table 4.48. 12% respondents

95

3z

b 2 Wvﬂ -@f iy 0% %_

'!

received training consists on few days, 4% Teceived a tran_nng having duration of 1-3 ¥
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months while 24% had not respond about the duration of the training. Table 4.8 _s]?c')w's i

H i -

e oA

that the deans who received training, the dui?atidin of the most number of trainee wasi fews# -

4%

p 13 <
ks ®

$ ¥

er was one fo three months -
1 :
¥

X

days, and duration of training received by minimum numb

while no one had received training of four months or abové;. 24% hadn’t written their t
response. _ 1 ¢ ]
Table 4.49 Effects of Training % : 8
£ H §
Not Not Tosome | To Great !
Not at all . 3 A - Total
applicable | Clear Extgnt Extent
Responses | 21 0 0 It 3 | 25
“Percentage 84 0 OO 12 100
According to the table 4.49, 4% respondents applied the knowledge , and
experience of the training in their practices to some extent whji?le 12% respondents ap%lied
their knowledge to great extent. From the information giveril'E in the table 4.9 researcher
came to know that the deans who had received training mol& of them applied it during
their practices to a great extent while a very fe“f number r'esl'%onds that they applied'it to
some extent. § ¥
% i
Table 4.50 Computer Literacy §
13 T
Sr. No. No Yes 2 Total
1 Responses 1 24 ¢ 25 .
2 Percentage 4 96 % 100 '
3 % .
Table 4.50 describes the information about the computer literacy. 96%

Al

respondents were computer literate while 4% were not. This table reflects that most of the
) % 'Ii
deans were computer literate. ¥ .
X
i ‘
: Lo
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Table 4.51 Competency in Planning ;
¥ 4 i
Sr . i No { .
Items Always | Often | Seldom . Never |iTotal
# | : '3 | Opinion PO
Competency in | Responses 4 & 8 2 é‘ 6 5 § 25°
I | Planning - : 5 S S i
Objectives Y%age | 16 32 16 £ 24 20 | 100
Competency in | Recnonses 4 5 3 i 7 6 |&25
2 implementing _ o L o R
the Plamned Yeage 16 20 g | 287 24 |¢100
. Instructions . ¥ . L
, Competency in | Responses 5 7 45‘ 4 5. 25
3 | PrePlanning a SR I N i
Task - Y%age 20 28 16 & 16 20 |- 100
Mect the Responses 6 | 2 s % 7 5 25
4 Planned - v E . L
Targets Y%age 24 8 20¢ | 28 20 |+ 100
Successfully o .

According to the table 4.51, 16% respondent found

PR Mo,

.them aliays competent to

plan the objectives, 32% often plan their objectives, 16% re%pondent? found themselves
§ :
able to plan objectives seldom, 24% had no’ opinion about planning the objecrtives

3

themselves and 20% of them said that they ever planned ﬁobjectives themselves. ;This
S 3 ¢

table reflects that majority of the deans found them competént in planning objectives for

their faculty occasionally. No respondent found him alwafys competent in planiniﬂg

objectives for their faculty. § 3

]

It also gives us information about the successful implementation of pla%imed
instruction. Only 16% respondents always found them comf)etent in implementing the
3 T & H

planned instructions, 20% respondents often found them competent in implementing the
. B .5.‘ * H
planned instructions 12% respondents seldom found them able to successfully implement

E . H

the planned instructions while 28% said that }hey had no opinion about the said question,

L . . 2
24% respondents never found them competent in implementing the planned instructions.
¢

From the above table researcher can reproduce that minimuih number of respondents
i

found always found they competent in implementing the gplanned instructions while ;

[
£
]

i
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maximum respondents seldom found them- competent for successful 1mplementat10n of i

already provided planned instructions.

themi to preplan about any task assigned by hlgher author1t1es§20% respondents thmk that

On the third number it shows the extent levels at whlch the chairpersons place
4

[
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they were always competent, 28% also often competent, 16% seldom competent 16%

had no opinion w
assigned by higher authorities. From the data of this table re%earcher come to know that

majority of the respondents never found them able to pre plan'fthe tasks.

It also refle

¥
hile 20% found them never competent to preplan any type of«task
i

cts that 24% respondents always meet their targiéts successfully, 8% o'f the
i

i
2 ¥

AT N W

[T,

t

i

chairpersons often meet their targets successfully, 20% respgndents seldom meet thelr

¥

targets successfully, and 28% had no opinion about the su(':feeséful congregation o_f the

i
targets while 20% never achieve their targets successfully. % ’
Table 4.52 Competency in Communication i
N _E i L B
: Respbnses wavs | € = | No :
Sr Ttems | IRESpoOnsSes | Always Often Seldor:n Opinion Never | 4 a1
# Percentage g .
Effective Use | Responses 4 8 2 4 6 5 25
1 Of v ‘;. L
Interpersonal %age 16 32 16 £ |- 24 20 | 100
Skills. . L I v
5 Effective Responses | 4 5 3% 7 6 | 25
. t. - R . . £ . - PR
commuEat ™ vage 6 | 20 | 12| 28 24 | 100
Listenand | Responses 5 7 4 % 4 5 25
3 | spontaneousl . | E g _. ,
y understand | o4a0e 20 28 63| 16 | 20 | 100
the Ideas ) 1 E L . _ .
communicati '
on gap b/w | Responses 6 2 5% 7 5 1525
4 | meand my ) g L .
subordinates/ | %age " 24 8 201 28 20 | 100,
_ SUperiors v , 3 ) AR
Feel . P
%,
s | difficulty in Responses 3 4 7 H 2 9 25
expressing - T = e
the opinion Percentage 12 16 28_ 3i »8 36_‘ 100
: =
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Table 4. 52 fepresents the information about the competency in communiczftion

The item on serial number oné was about the effective use of interpersonal SklllS It

indicates that 16% respondents always use mterpersonal skills effectively, ‘32%

respondents often use interpersonal skills - effectlvely, 16% respondérits seldom use

POt

interpersonal skills effectively, and 24% had no opinion” about the effective use of

interpersonal skills while 20% respondents never used mterpersonal skills effectlvely

The item on serial number two brought the 1nformat10n about the extent levels of feelmgs

about communication problem by deans of the faculties. 16% respondents always feel

g

communication gap between them and their stake holders, 20 % respondents oﬁen feel

communication gap between them and their stake holders, 12% respondents seldom feel
communication gap between them and their stake holders, 28% respondents had fio
opinion about communication gap between them and therr stake holders and »24%
respondents always feel communication gap  between them and their stake holders “The
item number three of this table shows the extent levels to whrch the respondent lrstens
and understand the ideas of others. From the figures of this’ 1tem 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 1deas,’§16% of the sample seldom
listen and spontaneously understand the 1deas 16% of the sample never llsten and
spontaneously understand the ideas while 20% do not bother this d1mensron of

i
communication. ;7

The item on serial number 4 representswthe measures about the extent levels to
which the respondents feel a communication gap with their %ubordinates and superlors
From the data in above table it was clear that 24% of them alfways feel'a commumcatlon
gap, 8% of them often feel a commumcatron gap, 20 % of them seldom feel a
communication gap, 28% of them had no opinion about communication gap even rt was
or not while 20% of them never feel a cominunication gap ;wlth their subordmates and
superiors. *3 iE
The item five emphasis on a very important dimension of cgmmumcatlon It provrded a
very clear picture about the opinions of the respondents that how much confused’ they
were in expressing their opinion 12% people were always feel no difficulty whlle
expressing their opinion, 16% people were often feel no dlfﬁculty while expressrng thelr
opinion, 28% people were seldom feel difficulty while expressmg their opinion, 8% had
no opinion about it and 36% people feel that they were never§ confident while expressmg

their opinion.

TR e

Nl
o

i R e AN AT
e

Vi

"



Q‘?“ ]

Table 4.53 Décision Making % o
Sr Items Rispox_lses 1 Always Often Seldoﬁ_l NO Never Total
# Yoages 1 4 | Opinion | - i )

Competence Responses 6 5 3 g‘ 7 4 ‘ 25‘
1 | in Decision ry — ;
Making Yeages 24 | 20 | 124 28 16 4 100
Wor k Responses 3 5 8 % 6 3 | 25
) according to _ g . o
my own Set | opa0eq 2 |20 | 32i] 24 12 4 100
Priorities , w 4 _ _
Assign ‘ I
Toks | ESPomses |y 5 3 i 7 6 | 254
3 | According +—
to their Yeages 16 | 30 | 28] 28 24 1 100
Abilities . 3 . 3.
Consultatio | pesnonses 5 7 4 4 s 4 25
4 n before : .
makingany | o/, 0 | 28 | 6i| 16 20 | 100
_decision . ] > ] o . s
Examine all | Responses 6 2 5% 7 5 25
5 relevant . — ] "
information Yoages 24 8 20 ¢ 28 .20 100
Make o
decisions Responses 4 8 2 E 6 5 25
6 | consistent P '3
with plans %ages 16 32 16 24 20 | 100 |.
and policies 4 v
E .

The table 4.53 provided information about the different dimensions of decision making.
: £ -

It was clear from the table that 24% respondents find them'?_,

decision making, 20%

respondents do not had any idea about decisi(fn making while 16% respondents

£

I3

=

The first item of the table reflects the information about competency in decision making.

elves always competent in-

¥ . . = L 3.
respondents find themselves often competent 1 decision making,

themselves never competent in decision making. .

H

ES

_‘:
¥

12% respondents find themselves seldom competent m decision making,

3

Yind
¥

¢

L.

£

The second item signify that to how much extent the respondents work according to his

G . 3 ey
12% respondents always work according to their own set priorities, 2

3

=

e

32
own set priorities. According to the information available in item 2 of the above table
B .

0% often ‘iydrk

28% -
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according to their own set priorities, 32% respondents seldom work according to thelr
own set priorities, 24% had no opinion about’ it while 12% respdndents never work
i i
according to their own set priorities. ; i
‘ 1

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

subordinates. It was very important dimens:%ion of decision :Ehaking to assign the t?as}_cs
according to the capabilities of the persons. Ii"rorh the above iﬁformation it was cleaé that
16% respondents always claim that they always assign téhe tasks -according to the
capabilities of subordinates, 20% often do this practice, 12% seldom do, 28% had nofidea

%

of this dimension and 24% riever bother this dimension of decision maKing during their

practices.

Pt R aty

[ T

The item four emphasis on consulting with all relevant bcople before making any
decision. It shows that 20% respondents always consult v:/ith relevant people before
S

making any decision, 28 % respondents often consult with relevant people before making
_ p

any decision, 16 % respondents seldom consult with relevant people before making any
2
decision, 16 % do not given any opinion while they consult relevant people or situations
: i

3. o |
before making any decision and 20% respondents never consult with relevant people

-5
e

2 #
.

. $

After analyzing the item number 5 of the table researcher come to know that 24%
i

before making any decision,

R R

respondents said that they always examine all the relevant inf(_}rm‘ation before making any

i 1 1
decision, 8% often do this practice, 20% seldom perform this action before making any
_;5 :

decision, 28 % had no opinion about this pomt and 20% never do this.

v
3

3
The sixth item signify the extent levels to whlch the respondents work according to thelr

own set priorities. According to the given data 12% respondents always work accordmg
-5 i

: y
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

1%
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no opinion to set priorities and work accordingly while 36%

never performed this practice.

§

N %

The last item of the table was about a very 1mportant dimension of decnslon i
1

i

3
i

SN ’lq Kngnpm -d}dx.w!v-ﬁ“

ity

ookt

I

clearly responded that they

5

i

making that was “to make decisions consistent with pohcnes and plans. After analyzmg

the data obtamed in response of this item it was clear that 16% respondents always take

#

?

H

3
|

decisions consistent with policies and plans, 32% respbrigents often take decnsmns

r 2

i -
consistent with policies and plans, 16% respondents seldom take decisions consistent with

N
£
i

3
¥

policies and plans, 24% had no opinion which indicates that a significant numbéi“ of

) . . - . I « . . g1 e 3
chairpersons do not give importance to a an essential element of decision making which %

g
may cause wrong decisions or failure of the system while 20% respondents never .take
t

¢

¢

& 2
s

E p .
decisions consistent with policies and plans. i %
¢ ! )
Table 4.54 Problem Solving s ; .
Responses i| No 1
S#r Items Always | Often Seldon% Opinio Neve ‘Total
- Yoages v % n _ r : M
| Diagnosing | Responses 6 5 3 g 7 4 i25
Problems Yoages 24 20 | 12 HEE 116 | :100% |
5 Handling | Responses 3 5 8 . ¢ 6 3 25
Problem | %ages 2 [ 20 | 32| 24 | 12 100
3 " Situational Responses 4 5 3 7 6 25
Analysis Yoages 16 20 | 12 % 28 24 | :100
Think about Responses 5 7 4 g 4 5 s 25
R ¥
4 | all possible —
. 9 ' 3
solution Yoages 20 28 16 % 16 20 100
| Consult with | Responses 8 5 3 6 3 25
members Yoages 32 20, 12 ¢ 24_%: 12 100
To select the ' i
| k
6 | best solution Responses _ 4 7 3 3 5 6 ! 25
f'th
Problom Yeages 16 | 28 12 | 20 24 | 1100
- - . .
"
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Table 4.54 provided the picture about the problem solvrng skills of respondents it

i |
was an essential element of the administration. Problem solvmg skill plays a key role for i
.‘ i : ;

.. . . 4 .
successful administration. The basic components of problem solvmg were drstmgurshmg ;

a problem, handling a problem, situational analysis; to thmkéabout all possible solutlons H

| 3
consult with team members about the solutions aﬁd to select the best optlon. H :
i P
The 1% item was about distinguishing a problem. It enhghtens about the eXtent

4’

levels of distinguishing a problem. Accordmg to the data obtamed against this item- 24%
i ,
respondents feel them always competent in diagnosing problem, 20% respondents feel
them often competent in diagnosing problem, 12% resp}ondents seldom feel them
§

competent in diagnosing problem, 18% had no opinion about. thlS facet which means they

?-f i
13

had no idea about diagnosing the problem and despite the faét that 16% respondents feel
;3
aspect “of problem solvmg 4

them never competent in diagnosing problem.

"'13"-%*34‘9‘!!@

L

The 2™ item of the table was about a very importan

R T

that was “ to handle problem” sensibly . After analyzing the data obtairied in response of &

this item it was clear that 12 % respondents always han?le problem sensibly, J2OA> =
I

respondents often handle problem sensibly, 32% respondents seldom handle problem.,

sensibly, 24% had no opinion which indicates that a srgmﬁcant number of chalrpersons

do not give importance this essential element of problem solvmg which may cause wrong

£ .
solution or failure of the system while 12% respondents never{handle problems sensrbiy. ;

ES

. . . N . ‘i . .
The 3rd item was about situational analysis. It enlightens about the extent levels of
% 1

situational analysis to think out the possible solutions of a proi)lem. According to the data *

obtained against this item 16% respondents feel them always competent in 51tuat10nal

ES N 5
. : 3
analysis, 20% respondents were found them often competent in situational analysis, 12%
£

respondents seldom feel them competent in situational analy'51s, 28% had no oprnlon

regarding to this facet which means they had no idea ab%ut situational analysrs for

3
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problem solving and despite the fact that 24 % respondents feel them never competent in
situational analysis. _} i ;

The 4th item of indicates another ur:porlant aspect é%f problem solving thatt was f
thmk about all possible solutions which was aﬂer situational gnalysm After analyzm g the

B
data obtained in reaction of this item it was clear that 20°2 respondénts always thmk

s 1
about the all p0351ble solutions, 28% respondents often thmk about the all posslble

solutions, 16% respondents seldom think about the all posslble solutions, 16% had no

_Q

opinion which indicates that a significant number of respond?:nts do not give 1mportance
¢

to a an fundamental element of problem solvmg which may ‘guide us towards"a wrong

t

solution of the problem while 20% respondents never thmk about the all p0351ble

S
4 3
3
solutions before selecting a solution and after situational analy"sis.
A -
= :

The item number five was about consulting the situations i’md possible solutions ?with

..:—

3
other members, ‘while selecting an appropriate solution. It was very imperative to dlSCllSS

o

um

2

T ;
regarding the faced circumstances and feasible ways in whlch we “can resolve the

problem. From the above information it was clear that 32%%espondents claim thatvthey_é

g r-

always discuss , 20% often like to discuss, 12% seldom do 221% had no opinion about it -

* 3
and 12% never bother this element of problem solving during’? their practices.

S AR AT e e

1
The last step in problem solving was to select an appropnate solutlon of the problem The

data of this item make us clear that 16% respondents said that they always choose bcst

<{

solution of the problem, 28% often choose best solutlon,*.lz% seldom successful in
] "'s

3
3

?

choosing best solution, 20% had no opinion about it and 24% feel that théy never choose

[
X

best solution.

3
E3
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Table 4.55 Staffing { i
L P
Sr Response | 7 i No i
Items Always | Often | Seldoin . Never ;| Total
# Yoages § Opinion 3
Proper ‘Responses | 15 8 2 i 0 0 z 25.
1 recruitment . 4 . B
criteria Yeages 60 32 8 % 0 0 i 100
Commitment | pecponses | 10 | 9 3 | 1 2 i 25
2 | forunbiased , . . . . 2
appoimm'ems %ages 40 36 12 | 4 8 f 100
. . 3 :
Independence S HE
. . .. . | Responses 8 5 3 ¢ 6 3 4 25
3 in appointing 51 p &
& transferring | % = ’ —
a, .
B aff Y%ages 32 20 12 ‘% 24 12 109
* Z,i — .2
Table 4.55 was about staffing. To run the administratiijn soundly smoothly’ the
: %
] E)
administrator should be very competent in this field. The serial number of the above _table
F .
33 -) i
provided the data about describing proper recruitment criteria for new appomtments It -
f
indicates that 60% respondents always had well set. crltersa for recruitments, 32% +
respondents often had a pre described criteria for recruitment and only 8% said that they
5
seldom had pre determined criteria for recruitments and no response was found in gavor
=%
of never following a pre described criteria for fresh appointments. ; 5

Second item was about the commitment of chairpersons for linbiased appointments. By

analyzing the data against this question it was noted that 4

S

0% chairpersons were found ¥

always. committed for unbiased appointments, 36% found: often committed tovi?ardsg

unbiased appointments,12% found seldom committed towa%ds unbiased appointrrfents,
3 i

4% had no opinion about this point and 8% response was fou

commitment.

ot
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The item on serial number 3" was about giving a right to the’ chalrpersons to appomt and ¥
%

transfer the staff independently. After analyzing the data obtamed in response of thlS 1tem

.;

researcher come to know that 32% respondents want to “be always mdependent in

i
:

B N e o FT Y
i~ A

«-q‘ﬂﬁ'- ‘bhy

appointing and transferring staff, 20% oﬁen want to become mdependent wh1]e
= ; :‘

appointing and transferring staff, 12% seldom wants mdependence for appomtments and

’i" $

3
transfers, 24% had no opinion about it whereas 12% never Wants to be mdependen_t for ¥
3 1 ‘:E
appointments and transfers. ¥ N
¢ ke i
Table 4.56 Financing 4 P
- 18 2 %
Sr - Response | . _ I of No | o
Items Always | Often | Seldom: ‘ Never | Total
# %ages , f Opinion
Awareness | pesponses | 6 | S 3 7 4 ¢| 25
1 | about financial _ . 3 N . 3
rule %ages 24 |20 12 28 16 | 100
5 Face problem to Respohses 3 > 3‘ , ‘6 3 - 25
control budget | %ages | 12 | 20 | 32 24 12 | 100
3 : :
Encounter i é,
Responses 4 -5 3s 7 6 §| 25
3 problem in £
handling £ 3
. Yoages 16 20 12: 28 24 1| 100
accounts .;é :
Influence of | pechonses | 5 7 4 4 5 | 25
. higher 1 i
authoritieson | o o0c | 20 | 28 | 16 16 20 | 100
budget ; LT
i

The table 4.56 was about financing. Proper utilization and al]ocatlon of funds was an art.

In table 4.56 the was about important aspects of ﬁnancmg The 1% portion of the table

ﬁn

provided data about the awareness of financing rules. 24% respondents said that they :

were ever aware of financing rules, 20% often had awareness about financing rules, ] 2% .
respondents seldom had awareness about financing rules, and 18% had no opinion about ;

#

% i

§ ? 1

£ -

i i
: § ® i

e
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the awareness of financing rules while 16% respondents clarmed that they never had
awareness about financial rules. :

si

e iR $ A il %

.
4

rs in controlling budget It

el

The second item was about the trouble faced by administrats

-

i
:

was a cumbersome task to control budget and it requlres; lot of competency. 12%
E

respondents always feel problem in controlling budget 20%: found often troublesorrile to

;,

I AR O A e
et it

W-H-W

control budget, 32% seldom feel difficulty in conti‘olling budget 12% had no oplmon and :

3.
24% said that théy had no problem to control budget.

s

m'on..f soragg
ki

BN NPV VDR A

—-

The third item was about encountering the problem in hand mg accounts. By analyzmg

W"ﬁk’

the data in serial number 3 researcher come to know that” 16% respondents always

i

encounter problém in handling accounts, 20% respondents oﬂen encounter problem in* :
. ‘ ‘;'

handling accourits, 12% respondents seldom encounter problem in handling acco_unts,
03 e E
3 ¥ : H

28% respondents hadn’t any opinion aboiit handling acdé‘unts and 24% never: feel

difficulty in handling accounts.

i
1

The fourth item describes the extent level to which hlgher authorities mﬂuence the

~M~l-ﬁi‘-ov-@6\

budget. The analysis of obtained data shows that 20% respondents always found the
N e
>

influence of higher authorities on allocation and utilization of budget, 28% often feel this

i ,

influence, 16% seldom feel .the influence of higher authoritfies on budget, 16% hadn’t
- ) ‘%'; A 1 i

shown their opinion against this question whereas 20% respon'dent ¢laimed that they were

-?
always independent and never feel influence of higher authormes on budget.
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Table 4.57 Appraisal and Evaluation % 53 i

Response HIP 3 No L]

Sr Items "7 - | Always | Often Seldq_m Ovini Never Total
# | Yeages s | L3 |temen) 4 4
) Appreciate the | Responses 3 31 °5 8% 6, 3. 25
subordinates | Yages | 12 ‘| 20 | 32; | 2 T12 | 100
5 Provide feed Responses 4 .1.5 3 % "7 6 25; -
back Yeages 16 .| 20 2- 28 | 24 | 100
Assessment | Responses 5 .17 4 f 4 5 ,f 25
3 | and evaluation . - : N 4‘
of staff Yeages 20 | 28 ]6%— 16 20 ) -100

4 Realistic in Res‘porrses 6 | 2 5} 7 5 25 )
writing ACRs Yages 24 8 207 28 | 20 100

Py nﬁrﬂ

Table 4.57 was about another aspect of administration that was Appraisal and evaluation. 3

The 1% item of the table 4.57 depicted the information about appre01at1ng the subordmates
3

for showing better performance. After analysis of the data against this item it was clear
¥ 3
that only 12% respondents always appreciate their subordmates for their better

performance, 20% percent respondents often appréciate their subord inates for their better

‘:

_ . £
performance which means against this level no responseé was found, 32% percent

L

, : 3 o . :

respondents seldoin appreciate their subordinates for their better performance, 24%! had .
ot

no opinion about this item and 12% perceht respondents never appreciate their |

subordinates for their better performance.

=

L T L

The 2™ item was about the assessment and evaluatiOn of the subordinates. This item was
¥ %

a key aspect of staffing because if a dean was not competent in this area he will not be *
r

able to encourage competent members and dlscourage silly persons While exammmg the

data in response of this item the researcher come to know that 16% respondents always
\.
assess and evaluate their subordinates proficiently, 20% respohdents often assess evaluate

i L

their staff properly, 12% respondents think that they were: seldom able to assess and

rgmw

T
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evaluate their subordinates, 28% had no opinion about the assessment and evaluatlon of
¢

‘,

the staff and 24% respondents never assess and evaluate the subordmates ‘;

:,v’

,,,34:3*«:“*' g e e

For smooth functioning of the departn§1ent it was neces}sary to prov1de feedback by
i

the chairpersons. Analysis of the obtained data shows that 20 respondent always llke to’

[

e o

r;»

provide feedback to their subordinates, 28% respondent oftenP like to provide feedback to
§ -"s

their subordinates, 16% respondents seldom like to prov1de feedback to thel
~r

subordinates, 16% respondent had no oplmon about prov1d1ng feedback, and 20%
r. f

response was found against never prbviding feedback Wth_f_) means no one committed .

R SR Y A

that he never provide feedback. }

iy

i
¥
ACRs were considered as an essential component of the service of every

3

e som =gy

employee. It plays an important role for their pro‘motio'n th‘ergfore most of the employees
: 3
were very conscious about it. After analyzing the data in resf;:onse of this item researcher -
2
come to know that 24% respondents always use to write ;annua] confidential reports
realistically, 8% respondents often use to write annual confidential réports realistiea]ly,

20% respondents always use to write annual confidential repo?'ts realistically, 28% shown

no opinion about it whereas 20% respondents always use to write annual confidential
:

“r

reports realistically. 1 -

4
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Table 4.58 Attitude towards subordinates P

Res e £ v E i
Sr Items cspoms® Alwa}%s Often | Seldom o NO Never. | Total |
P Yoages El pinion |
| Try to train the | Responses 3 i), 8; 6 331 25 |,

subordinates Yages 12 * 20 32 24 12 | 100
P . . - . ¥ 5 HEE R

) Appreciate the | Responses 6 2 5 7 5 1] 25
: subordinates Y%ages | 24 g 20 28 20 ¢ '1(20
3 Avoid cfeéting Responses 6 s 3? 7 4 ‘2_5
conflicts Yaages 24 |20 12 | 28 16 §| 100

4 Cooperate and Responses 3 5 Sé 6 3 i 2!5
encourage staff %ages 12 | 20 32 24 12 1| 100

i - L . £ . 3. 3.

s Share the Responses | 4 5 3 7 6 3} 25
authority Yages 16 20 12¥ 28 24 31 100

Like to Responses 5 7 43 4 5 i 25

6 Delegate - - t H
authority Yeages 20 28 16 16 20 5| 100

. v i N

welcome to the Responses 6 2 5; 7 5 1| 25

7 innovative . . ;‘ . # : s
ideas of the Yages 24 8 20 28 20 .| 100

staff i | i I

3

The table 4.58 was about the attitude of administrators with their staff. For increasing the »

N
2

efficiency level of the department and to ‘provide best se'}vice's the perfo'rmanée of

subordinates play a pivotal role and it may be mcreased%by the heads by trammg, :

H

appreciating their performance, avoiding to create conflicts, cooperatmg and encouragmg,

sharing the authorlty, delegating the authority, greeting thel

-.m,\

sl

feedback and by realistically writing annual confidential reports etc.

The first item of the table was about trammg of the subordmates for their profess:onal

innovative ideas, prov1dmg

=
-3

ke s

development. 12% respondents claimed that they always try to groom their subordmates,

20% respondents claimed that they often try to groom"thelr subordinates, 32%
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respondents tlaimed that they seldom try to groom their subordmates 24% respondents .

had no opinion about it , 12% respondents never tried to groom their subordinates.

w

To avoid creating conflicts among subordmates was also the responsrbllrty of |

chairpersons for achieving better services. From the data of thlrd item it was apparent that -
g 1
4 H
24% respondents always try to avoid creating conflicts, 0% respondents often try to ]

avoid creating conflicts, 12% respondents seldom try to avord creatmg conflicts, 28% had

1
i
¥
<
<.
E3

S LA

no opinion about creating conflicts among subordinates, andt-l6% respondents never try
3

to avoid creating conflicts. 3 i ¢
H S

Fourth item shows the extént levels of cooperating and enoouragmg staff for their better

performance. 12% respondents always cooperate and encourage their staff for i mcrea_smg )
i i

their efficiency level, 20% respondents often cooperate and encourage their staff for -
R

% i

increasing their efficiency level, 32% respondents often cooperate and encourage their

staff for increasing their efficiency level, 24% had no opinion coopérate and encourage *
ot ;

e I

k]
their staff for increasing their efficiency level, 12% respondents never cooperate and g

e sxbretyrory

encourage their staff for increasing their efficiency level.

R Tt R

E
g
16% respondents always share authority with their subordma%es 20% respondents oﬁen

w

share authority with their subordinates,12% respondents seldom share authorlty wrth

i
their subordinates, 28% had no opinion about sharifig authorrty which means they don t®

*

bother this dimension and 24% respondents never share authogrrty with their subordinates.
N3 i

L
In response of delegating authority the analysis of data §against it reveals that 20
& £
. . o . ok .
respondents like to delegate authority with their subordmates,"28% respondents oﬁen llke_

Jk

to delegate authorrty with their subordinates, 16% respondents seldom like to delegate
1‘;

o

T

authority with their subordinates. 16% respondents had no oplnlon to delegate authority
i

with their subordinates, while 20% respondents never like to delegate authority with their
3

subordinates.
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To provide the services in modern way there should be creatiiiity in all staff members and

it will be polished when chairpersons will welcome to their in;fr:jovative ide;s. The an;:lysis _
of the data against this item depicted that§124% respondeéits al\’va‘ysa welcome t
innovative ideas of the staff, 8% respondents’often:welcome ‘
staff, 20% respondents seldom welcome to the innovatiéé ideas of the staff, 28% ]

respondents had no opinion about it whereas 20% rcspon(f’ents never welcome to the

innovative ideas of the staff.

&

i

%

£

to the innovative ideas of the
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Table 4.59 Prevailing Practices i i
% S g
Response ‘ z No o
Sr Items Always | Often | Seldom Never | Total
o ' T Opinion ‘
4 oages i
| Create friendly | Responses 3 5 8- 6 3., 25
environment | %ages | 12 | 20 | 32 24 12| 100
5 Trust on Responses 4 5 3; 7 6 5| 25
subordinates | Yeages 16 | 20 | 12 28 24 ,| 100
, | Distiketo make | Responses | 6 5 3i 7 4 | 25
social relations | vages | 24 | 20 | 12 28 | 16 | 100
. . i ¥ . 1 P
4 Equally treat | Responses 3 5 8. 6 3|25
subordinates | %ages 12 | 20 32 24 12 | 100
Use incentives | Responses 4 "5 3; 7 6 ‘| 25
5 | toreinforce the : S =
0,
subordinates Yoages 16 20 l_?;; , 28 24 100
Wantthe | Responses | 5 7 4; 4 5 ;|- 25
: training of staff o «
6 | toincrease the 3 =
proficiency of | %ages 20 28 16 16 20 1| 100
using computer 3 L e

The data in the table 4.59 depicted about the prevailing praétices of the administrators.

The first item was about the environment of the departments. The environment of the !

department was directly proportion to the competence of the ﬁorkers' and chairpersons of §

112
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b ;
the departments were responsible for makmg the env1ronment%of the department Analy51s f

i

& { 3

of the data against this item shows that 12% respondents always try to create frlendly

: 3
environment in their departments, 20% respondents often try to create frlendlyi

{
-t

environment in their departments, 32% respondents seldom try to create fnendly
: i'

environment in their departments, 24% respondents had ‘no opinion about creatmg
4
"l

friendl env1ronment and 12% respondents never try to create friendl env1ronment ll’l
;

A s MR a I A

their departments.

TR e MY
| it i

Second point was about trusting on subordinates. Analysis of second iter shows that 16%

ﬁ

respondents always trust on their subordinates, 20% respondents often trust on ftheir
4 :

- - A % . ¢ a .
subordinates, 12% respondents seldom trust on‘their subordinates, 28% had no opinion
. i i

s
about this item, 24% respondents never trust on their subordinates. 3
& ;

"‘é‘«él

Third item was about disliking or liking about making soc1al relations. The analysrs of

available data shows that illustrate that 24% respondents always dislike to make soc1al

]

relations with their subordinates, 20% respondents often dislrke to make social relatlons

with their subordinates, 12% respondents séldom dislike to? make social re!atlonslwuh
i
their subordinates, 28% respondents had no opinion about makmg social relations_ with

m e 1

i

their subordinates, 16% respondents never dislike to make’f social Telations with thelr
E3

Aadveng

subordinates.

Mﬂ—»#ﬂﬁqﬂﬂr

it was the demand of all subordinates that their boss should treat them equally: By
analyzing the responses against this item researcher come to-know that 12% respondents

;o s

always equally treat their subordinates, 20% respondents often equally treat thelr

l” i

subordinates, 32% respondents seldom equally treat their %"‘subordinates,A 24% had no

't

g b . :
opinion in this r¢gard.and 12% respondents equally treat their subordinates. 3
% .
)3
: - . . . R N 1
By using incentives we can reinforce the subordinates and make their services more and F
more proficient. Due to the most important aspect for provision of best services from the
3 & ’i 3,
113 ¢ i
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subordinates it was also included in questionnaire. And when

researcher come to know that 16 deans respond against the al@i@ays provision of incentives
. -

for better performance, 20% respondents often use mcent{\f/es for better performance,

12% do this practice, 28% hadn’t shown any

incentives for better performance.
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responses were analyzed

I

i

3

opinion whereas 24% respondents often use

3
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Summary, Findings and Recommendatlons

st weendnats,
4 ik e kil AW o

5.1 Summary :

3
The present study aimed at analyzmg the tral mg needs of educatlonal

b i

i

,;.,;,,,.va:::mwm

......

administrators at universities. In every "educationai mstltution universities were 3
L

considered as most imperative because only the cream of socnety comeés to this level} Just

4

P

» pbaeh,

universities were the place which bring for researches, develop and create new knowledge
}
and bring up leaders, administrators, managers etc. Because of such considerable

.

=

responsibilities the functioning of universities should be very proficiént and smooth and
; § 5
. L. YL 3
active and to get dynamic services from universities there should be dynamic 3

.

administration. And to make the administration active it will require active, trained and .
E 4
¥ ¥
committed administrators. University administration consists of vice chancellor, registrar,

treasurer, director admission, director or controller of exafhination, director student’s
r -
1.

affair, director quality enhancement cell, deans of faculties, heads of departments etc. If

’S

they were trained and had strong managerial skills then they can accelerate the process of
§ _'-
administration and can manage everything in better way. 3 1
¢

L3 3

PRt

The advanceiment and growth of a country depen%s upon its quality of all
3 :
education levels in general and higher education in particulai% It was thus expected from

the university administrators that they should congregate the needs and asplratlons of
society and individual. For acquiring the top level competcncy the professional trammg
g
i
for administrators was indispensable. Another reality was that Pakistan, being developmg

country cannot afford the expenditure for more and more ti;"he of the same task which

k3 } ¥
flops because of poor managément and untrained admiﬂistrﬁtors. Keeping in viev5 the .

above mentloned connotation and sngmﬁcance of the trammg of admmlstrators at

] }

b
university level the researcher conducted this research to analyze ‘the training needs of |

E4

Ky
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educational adrﬁjhistration at university level. Present research was therefore a descrif)tive
type of research. The main objective of the study was to identify the administrative needs

B3
¥

. .. . . . . 3 e A
of educational administrators of universities; to investigate the problems and difficulties
-y :

[ AR

faced by educational administration at university level and to collect information about

present practices of administrators. R

b}

WWMA
B T R

The study was delimited to deans, heads ‘of departments and controller of &

examinations of public universities of federal area having formal system of educatron
3

Sample size of the study was 105 among which 25 were deans, 60 were heads of ©

. :
¥ i

departments and 20 were controller of examination. Questionnaire was designed in é)rder
P
° 3

to collect the required data and information on variables of interest pertammg to the all
i~

dimensions of administration. Data was collected by personal visits of researcher to the
i

i
targeted sample which was analyzed using SPSS 16, for obtaining descriptive StatlStlé and
1
1

5.2 Findings i

‘i

percentage.

v By e

Vo

£

Yare v n e b

1. The results of this study showed that 66% chairpigrsons, .55% controlle%s of ¢
examinations and 68% deans hadn’t received any typiie of training or joine(;;_ any l
managerial course before or after joining the current pésition. :

2. 40% cha.irpersons, 50% controllers of examinations énd 53% deans were f;und
less proficient in planning according to the results of the study. Most of them?.;v‘vere
found weaker especially in pre planning the tasks and i;;eeting their set out wrzets.

k]
5

4 :
Some were also weak in implementation of planed instruction but majority lacks

in preplanning and meeting their setout targets.
3. 45% chairpersons, 41% controllers of examiriatioh_s and 44% deans feel a -
{ ;
3:

communication gap between them and their stake holders. The weakest aspects of
3 .

administrators in the field of communication were a difficulty in expressing their

3

116

B g S,
w

et o

-

en

O

va Mt -

L)

5

L



\i,"\

e A
7w

opinion. Especially the administrators from the exammatlon department feel

2
z

problem in use of interpersonal skills. i

S i
wubanyh g

While analyzing the data against the decision making gkills of the adrﬁinistrat_érs it

5

was clear that the decision making power of the adénmstrators was not stfong.

39% chairpersons, 45% controllers of examinations and 44% were encountéring
: ¥
problem to make decisions consistent with policies aﬁd'plans.

b A S

y.

Problem solving skill of the administrators was also found weak. According to the
k

data 43% chairpersons, 46% deans feel difficulty to déagnose the problems Mam

stream of them (40% Chairperson, 45%COEs and 52% deans) was not capable of

making rlght situational analysis.

Koy Wl ohjety

w ‘”W‘l’n";"“ «

After analyzing the data of staffing, no gap was found and adrhinistrators found

competent (67% Chairperson, 70% COEs and 90% deans) in all dlmenswns of

e

staffing. o

gt one

i
i

. AnalySIS of the data depicted that 44% Chalrperson 50% of COEs and 44% of..

i

A

F

¥

W

i 2 2

deans were not aware from financial rules. They alﬂso face problem to control-=

budget. encounter difficulty in handling”accounts which was very pathetic for

i

.
-

themselves and their organization.

AR

13% chairpersons, 25% controller of éxarnination andj_'20% deans appreciate their

subordinates on their better performance but maximum of them was lackmg the

& 7
¥
element of appreciation in their practices. A mmute trend of assessmg “and

evaluating the performance of subordinates was found in the p'ractices of

&
administrators. Majority of them were found realistic in writing ACRs of their
¥
subordinates. i B

2
by

. . . N DT b
For looking the prevailing practices of the subordinates their attitude towards their”

E S ¥
subordinates was also included in questionnaire. The data reveals that Majority of
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them (18% Chairperson, 20% COEs and 24% deans)do not welcome the *
innovative ideas of their subordinates which was verf% iscouraging practice. ; |

5.3 Conclusions i; ; '
Following conclusions were drawn on the basis of ﬁndl-?;gs of the study: f
oo

1. The results of this study showed that most of the controllers, all deans and §

Chairpersons of the departments were basmallyi academicians and hadnt

(

%
received any type of training or Jomed any managerial course before or aﬂer

¥ i
joining the current position. i }
E

2. Majority of the administrators were found less proficient in planning according

W

to the results of the study. Most of them were found weaker especially in pre
% 3

planning the tasks and meeting their set out targets. Some were also weak in
; ’!f i

i
implementation of planed instruction but majonty lacks in preplannmg and

ey Bt
,m.v\?'qgw e
N
ik

meeting their setout targets.
3. Majority of the administrators feel a communication gap between them. and ;
k z

~ = CE. . ¢
their stake holders. The weakest aspects of administrators in the field of
i i

communication were a difficulty in expressing their opinion. Especially the

&
e

administrators from the examination departmenf’ feel problem in use of
3

interpersonal skills. % j
4. While analyzing the data against the dec131§n making skills ofl the
5

i
administrators it was clear that the decision makmg,power of the administrators

: .,
was not strong. Particularly majority were seemed unable to make decisions 2
&
i
&

* {’“wfi“(‘#'\w

consistent with policies and plans.

wa Sien

5. Problem solving skill of the administrators was also a part of questionnaire. ,
£
b

According to it majority of the administrators was found unable to diagnose the

i i
% o
;éfi
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10. Friendly environment works as a catalyst for in

P S

problems. Main stream of them was not capablé of making right situational

<

analysis. i

i
After analyzing the data of staffing their were found no gap and administr%itors
found competent in all dimensions of staffing. ;

Analysis of the data depicted that maximum number of admiinistrators wen% not
3 i

aware from financial rules. They also face problem to control budget. Majority

L

encounter difficulty in handling accounts whi(ih was very p'athetic? for

3

themselves and their organization. :
' H

A very few administrators appreciate their subordinates on their better

pRT I

: . D I
performance but maximum of them was lacking the element of appreciation in

£

their practices. No trend of assessing and eva_l'f_xating the performanc?: of

<

subordinates was found in the practices of administrators. Majority of them

3 .
i E 4 £
were found realistic in writing ACRs of their subordinates. 3

<3

3

7
B

. : o &
For looking the prevailing practices of the subordinates their attitude towards
i i
. . e s &
their subordinates was also included in questionnaire. The data reveals;; that

minimum number of administrators trains théir subordinates for their

professional development and majority does not bgther this important aspect.

Majority of them do not welcome the innovative ideas of their subordif;ates

5

%

[ et

which was very discouraging practice.

reasing the efficiency level

M

i

of the employees. Least number of administrators Create friendly environment
. £

&

_ ¥ 3
for their subordinates. The data depicted that majority do not use the incentives

i

for reinforcing the subordinates.
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5.4 Recommendations

On the basis of the findings of this research followin

made.

E,

3

SRR 1ol A s oS, N

o Kl AT

&
k. 4
3

1. All administrators feel a gap in different dimensions of adninistr
. b3

@ S 1 i g

o

Nen i e S i

g recommendations were

ation. So a _

professional administrative training may be prerequisite for all higher order

administrative posts.

3

ok peapmy ol 5

=

©

v i _ -
2. According to this study the administrators need training in the area of

£

planning. Special training programs may be de:“s:igned by higher education

commission which should cover all dimensions of ‘planning. .

1

%
H
3

S

3

3. Administrators were found weaker in other areas;g’of administrations such as

1

E]

C - . o . & $
communication, decision making, problem solving and staffing. It means that

they also need training in all these areas.
3
4. Administrators are the leading agents in the insti

positions should appraise, monitor and evaluate the work by his subordinates.

&

3

o

k|

tutions and people on ‘such
A

3

* 4
The data reveals that all three types of administrators especially the deans

should make it a part of their practices.
E]

5.5 Further Researches

- ..Mlsl‘ww. e

3

1. In this research the researcher included only deans, Cﬁairperé’?)n and controllers of

examinations in sample because of the educationa£ scope, time and resource

constraints. It is recommended that further studies may be dofie on this topic

including all higher order administrators in sa'mplé it should also take the

administrators from all Pakistan for getting more arfd more genéralized results.

¥

k.

And on the basis of this research a training model s:h()uld be developed for the

training of administrators.

¥

" o dhyy Pmidah’ 2y carmrre e et
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Training needs analysis of each type of administrators of universities may be

P
8 3
made independently in detail. Further the private sector universities should also be *

included in such types of rese¢arch.

e

>
s

In non formal system universities, there is strong role §f administrators in proéress‘
of the institution. Such type of study should be conducted separately for non :

formal system universities.

3
¥

rRrrp—

There might be designed a comprehensive training prégram for the administrators
covering all dimensions of administration. It may also be designed in a form of

series on each dimension.
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Apgendix A 3

e

QUESTIONNAIRE FOR DEAN S

E. Personal Information * | %
t ' ¥ :
© H
1. Name . . %’ i
) : i
2. Gendel' . z .» i i
3. Age . U N f

4. Name of Institution L

5. Year of joining the present position

1
!
:é "
{

Quallficatlon
6. Academic Quahﬁcatlon (Please mentlon highest degre: ) . . i
7. Professional Qualification i )
Experience E
8. Teaching Experience v Years % )
9. Administrative Experience .. Years

B 10. Total-Experience Years . i ;

& 11. Did you receive administrative trammg before joining - the present position? .

|:| Yes !___‘ No %

11.1Duration of the tralnmg (in Months) you received (please tlck the relevant box)

Few days 1-3 (Months) 6 9 (Months) j 9 12 (Months) ‘

12. Have you participated in any Management Course after ]onnlng the present position?

D Yes {:I No

13. To what extent the training you received has added knowledge about my job.

f4

H

lﬂ’ﬁ: .l

[]To great extent |:| To some'extent Not clear i

14. Have you participated in any Management Course afteti 301nmg the present position?

[ ] Yes . D No

14.1 If yes, then please fill the following. \ g
Sr. No . Name of the course Name of Instttutlon Duration

.w
o, - R KR, | o | e
-



DNO?

icate the extent to Wthh these

f

Q..

RO 3
15. Are you computer literate? [ ] Yes
Please read each of the following statements carefully. Then i 1n
statements reflect your practices and behavior.3

’Z
3.

“Sr. > | = E 18 '

Statements - g & § 18 s %

No- 2|0 212 |7
o .

17 Planning

wt |-

17.1 | Iplan the objectives myself for my faculty | N

cr

f-,:ri m o | il - ORI | AW

172 |1 implement the planned instructions received from h1g
authorities’ successfully.

17.3 | I feel myself capable of preplanning the tasks

17.4 | I meet the targets set out in the plan.

18 Communication .

18.1 | I use interpersonal skills effectlvely

182 | I feel myself capable to communicate vﬁth my subord1 ates

effectively. 3 N

18.3 | 1listen, and understand the ideas spontaneously

19 | Decision Making

M

19.1 | I work according to my own set prlormes %

19.2 | I assign task according to their, abilities. ¢

| [ | o oo, |t s 5| m g [ | v

19.3 | I feel myself competent in decision making.
3

19.4 | I consult the other members of my organization before %

~ | taking a decision. :
19.5 | I make the decisions consistent with plans and pohcles of
-my organization. H '
19.6 |1 like to examine all relevant 1nformat10n before mak1ng
any decision. § X v :
20 Problem Solving F 1 N
[20.1 |1 face difficulty in diagnosing problem., . e
20.2 | I feel myself capable of handling problem. _ 3
20.3 | I feel myself competent in making situational analysis.€
20.4 |1 think about all possible solutions before makmg a %
decision R
20.5 | I consult about the problem and its solut1ons w1th all tedm
“members. ; o
206 | Isucceedi in selecting the best solut10n P ¢ 3
21 | Staffing i s 1

21.1 | I follow proper recruitment criteria for new appomtments - i

21.1 | I make myself committed for unbiased appointments. i

21.2 | I want to be independent in appointing a and transferrmg%
staff.

22 Financing

WMW




I

increase the proficiency of using computer. 5]

2 .
@» = - 1 =
Sr- Statements § ¥ |8 |8 g |
No. " Z 185 |% |32
i i < g @& T .
,, L P ©
22.1 | I have awareness about the financial rules about my %
: institution. i e ]
222 | I face problems to control budget. b
22.3 | I encounter problem in handling accounts. ¥
224 | I feel the influence of higher authorities onbudget. &
23 Appraising Monitoring and evaluating ; i
23.1 | Ilike to assess and evaluate the performance of my staff
23.2 | Ilike to provide feedback. o
23.3 | I appreciate the subordinates on their better performance.
23.4 | I realistically write the ACRs of my subordinates. 8
124 | Attitude of Administrators During their Services '3
24.1 | Iavoid creating conflicts and confrontation with my g
1 colleagues. ES
| 24.2 | Ilike to train my subordlnates for their professional &
development. % _ ‘i
24.3 | I cooperate and encourage staff. . L% S
24.4 | 1 share the authority with subordinates for the betterment of
.| my organization. _ iy *
-24.5 | 1 delegate authority to lower formation for tlmely 3
) completion of task. I 3 §
24.6 | I warmly welcome the mnovatlve 1deas of my i
subordinates. : 58 §
25 | Prevailing Practices of Administrators ' %
25.1- | I create friendly environment in my departrnent. P
25.2 | I trust my subordinates. ' \ 3
253 |Iequally treat all people under my control. %
25.4 | I dislike making social relations to my subordmates 3 s 3
25.5 | I use incentives to reinforce the subordinates. 4
25.6 | | want the computer training workshops for my staff toj

e 3




Appendix B § ;
| a §
QUESTIONNAIRE FOR CON’!;ROLLERS Ol’T EXAMINATIONS ; .
Personal Infofmation i ] e j
16. Name L .
17. Gender o . % . ; t‘
18. Age £ i ~
19. Designation P % . L7
20. Name of Institution { i
21. Year of joining the present position _ . i ,{ v
Qualification | j {é " '
22. Academic Qualification (Please mention hlghest degree) .- 3

23. Professional Qualification ] & i

Experience i R :

24, Teaching Experience ¥ Years i

25. Administrative Experience §_ Years ) g
26. Total Experience L Years % ’ i ’

.H«

27. Did you receive administrative training  before j Jommg the preseiit position?

D Yes |Z| No

27.1Duration of the training (1n Months) you recelved (please tlck the relevant box)

Few days 1 3 (Months) 6 9 (Months) 9 12 (Months)

oy o R &

28. Have you participated in any Management Course after }ommg the present posmon‘?
¥

|__—_| Yes _ D No i _ o
29. To what extent the training you recelved has added knowledge’ ‘about your job. 3

i
l—'

[] To great extent 1 To some extent B Not clear

3

30. Have you participated in any Management Course aftefggommg the present posmon

[] Yes . [:1 No | p

wl

15.1 If yes, then please fill the followlng : |
Sr. No Narne of the course ] Name of Instltutlon Duration
. . [ K ‘3

RR T e




*!

[ INo |

icate the extent to which these
¥ !

1

,
M e

Q..

~ 31. Are you computer literate? - 1Yes
Please réad each of the following statements carefully. Then i in

¥

statements reﬂect your practices and behavior. } t I

1 Always 2 Often 3  Occasionally 4 §Seldom 5*  , Never
? i P
1§ % . = |
. i ' ) % ) g} = 2 ’ E i
Sr # ' Statements | : g S8 132 S >
: S S NEULTEE B
1 . | 1 & °
17 Plannmg . ¥
17.1 | I plan the objectives myself for my SCCthl’lt ¥
172 |1 implement the planned instructions received from hlgher
authorities” successfully. ¥
) '17.3 | I feel myself capable of preplanning the tasks R
17.4 | I meet the targets set out in the plan. 3 %
18 Communication e =3
18.1 | I use interpersonal skills effectively. ; ¥
18.2 |1 feel myself capable to communicate with my subordmates
| effectively. - X I
18.3 | I listen, and understand the ideas spontaneously ¥ 3
19 Decision Making ¥
19.1 | I work according to my own s€t pnontles ' i
19.2 | I assign task according to their abilities. %
19.3 | I feel myself competent in decision making. : L
19.4 |1 consult the other members of my organization before
taking a decision. i % }
19.5 | I make the decisions consistent with plans and policies’ of '
|-my organization. .. R I
19.6 | I like to examine all relevant mformat]on before makmg
any decision. v v ! N 2
20 Problem Solving . f
20.1 | I face difficulty in diagnosing problern . R
20.2 | I feel myself capable of handling problem. * 4 . 1
20'3 |I feel myself competent in making sxtuatlonal analysis.¥ | .| .
20.4 | Ithink about all possible solutions before making a ¥ : .
decision : é
20.5 | I consult about the problem and its solutxons w1th all team 3
members. 3, ‘§ ; +
20.6 | Isucceed in selecting the best solution. . : ¥
21 Staffing N S
21.1 | I follow proper recruitment cntena for new appointments.
21.1 | I make myself committed for unbiased appointments. %

.w R




increase the proficiency of using computer.,

i e . «
. N
Sr# Statements S8 g |2 i3
’g < |° g ;i A | "
21.2 {Iwantto be mdependent in appomtmg and transferrin; 1
staff. o fﬁ;§;
22 Financing N F §
22.1 | I have awareness about the financial rules of my institution. |
22.2 | I face problems to control budget. o O
22.3 | I encounter problem in handling accounts. . ¥
22.4 | I feel the influence of higher authorities on budget. 2 .
23 Appraising Monitoring and evaluating v
23.1 | 1like to assess and evaluate the perfonnance of my staff :
23.2 | I like to provide feedback. Lk 3
23.3 | I appreciate the subordinates on their better performance.
23.4 | Irealistically write the ACRs of my subordinates. ~  §
24 Attitude of Administrators During their Services 3
24.1 | Iavoid creating conflicts and confrontation with my”
colleagues. . pey
24.2 11 like to train my subordinates for thelr professwnal
development. R %
24.3 | I cooperate and encourage staff. 4 K 1 .t )
24.4 | I share the authority with subordlnates for the betterment of
' my organization. 5 3
24.5 | I delegate authority to lower formatlon for tlmely %
completion of task. . o= i
24.6 | I warmly welcome the innovative ideas of my 2
"~ | subordinates. . -~ ; e
25 Prevailing Practices of Admmlstrators I T3
25.1 | I create friendly environment in my department 3
25.2 | I trust my subordinates. _E ¥
25.3 | I equally treat all people under my control. *
25.4 | I dislike making social relations to my s_ubordinates i
25.5 {1 use incentives to reinforce the subordinates. 4
25.6 || want the computer training workshops for my staff t og

App yendix C




Appendlx C

WJ‘W(

QUESTIONNAIRE FOR HEADS OF DEPARTMENTS

Personal Information

32. Name s sos e : .
33. Gender . N v N R | b, L
34. Age | . L L y b
35. Designation ! } 18, .
36. Name of Institution = = e | §i g8 '
37. Year of joini;ng the present position ‘g -
Qualification 1 é ;H ] ; ' i
38. Academic Qualification (Please mention highest degre By
39. Professional Qualification g 13 g i . ' .
Experience s > . f ; t : ;
40. Teaching Experience _ ? 4 Years b o
41. Administrative Experience . ' Years - i L
42, ’i‘otal Experience L. Years ?

|:| Yes

43.1Duration of the training (in Months) yourecewed (please t1ck the relevant box)

Few days 1 3 (Months) 6 9 (Months) % | 9 22 (Months) 3

Ya

i

& i 'E”
‘44, Have you part101pated in any Management Course afterrjmmng the present position?
¥

|:| Yes |:| No ’ g . )

45. To what extent the training you received has added knowledge about your _|ob k

§
D To great extent |:| To some extent -g Not clear .«
46. Have you participated in any Management | Course after _]omlng the’ present posmon')
3

[ ves SRS S i £

g ! g N ;‘3’
15.1 If yes, then please fill the followmg 3 é i* .
Sr. No | . Name of the course Name of Instltutlon T Duration
f 8 ¢



-4
[_]No
dicate the extent to wh1ch these
%

B

47. Are you computer literate? |:| Yes .
Please read each of the following statements carefully. Then ir:
statements reflect your practices and behavior.

1 Always 2 Often 3  Occasionally 4 iSeldom 5 . Never
*% =
; - i s
Sr # : , Statements } 'y ‘E E § -§ %
R 3 Z (|23 |7
' . °© |
17 Plannmg _, ' R
17.1 | Iplan the obj ectives myself for my department o
17.2 | I implement the planned instructions received from h1gher
| authorities’ successfully. . e] )
17.3 | I feel myself capable of preplanning the tasks i
17.4 | I meet the targets setoutinthe plan. ¥
18 Communication ' " i
18.1 | I use interpersonal skills effectwely L . -
18.2 | I feel myself capable to communicate with my subordinates |
.| effectively. r 1 i
18.3 | Ilisten, and understand the ideas spontaneously R
19 | Decision Making 4 ;
19.1 | I work according to my own set pnor1t1es E  §
19.2 | I assign task according to their abilities. s k §
19.3 | I feel myself competent in decision making: £ 3
19.4 | I consult the other members of my organization before 2
_ taking a decision. . ’§
19.5 | I make the decisions consistent with plans and pol1c1es ‘of
my organization. . T
19.6 | Ilike to examine all relevant 1nformatlon before making
any decision. . X el
20 Problem Solving I | S A
20.1 | I face difficulty in diagnosing problem.* k2 i
-1 20.2 | I feel myself capable of handling problem. 3
20.3 | I feel myself competent in making situational analys1 S.§ -
20.4 | 1 think about all possible solutions before makinga
.| decision 3
20.5 | I consult about the problem and its solutxons with all team
members. 4 B X
20.6 | I succeed in selectmg the best solution. | 1
21 Staffing . . s ¥
21.1 | I follow proper recruitment criteria for new appointments.
21.1 | I make myself committed for unbiased appointments. 3
21.2 | I want to be independent in appointing and transferring

4
“;
Fu
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increase the proficiency of using computer.

i ' » = g 9.
Sr# Statements . é% 1 E § § : g >
| . |%,° |E (8|7
staff. . : i at
22 Financing §
22.1 | I have awareness about the financial rules about my - §
, institution. . LR
22.2 | I face problems to control budget. . i o
22.3 | I encounter problem in handling accounts. % i
22.4 | 1 feel the influence of higher authorities on budget g ¢
23 | Appraising Monitoring and evaluating = 4 .
23.1 |Ilike to assess and evaluate the performance of my staff
23.2 | 1like to provide feedback. L s
23.3 | I appreciate the subordinates on their better performance.
23.4 | I realistically write the ACRs of my subordinates. %
24 Attitude of Administrators During their Services ¥
24.1 | I avoid creating conflicts and confrontation with my # -
1 colleagues. 1 R
24.2 | I like to train my subordinates for their professronal 55
development. A i
243 | I cooperate and encourage staff. ¥ L
24.4 | 1 share the authority with subordinates for the betterment of
my organization. i
24.5 | I delegate authority to lower formation for t1mely &
completion of task. §
24.6 | I warmly welcome the lnnovatlve ldeas of my 3 R
subordinates. L3
25 | Prevailing Practlces of Admmlstrators L . fé , .
| 25.1 | Icreate friendly environment in my department % >
25.2 | I trust my subordinates. 1%
25.3 | I equally treat all people under my - control. 4
25.4 | I dislike making social relations to my subordinates. #§ -
25.5 | Iuse incentives to reinforce the subordinates. 3
| 25.6 | | want the computer training workshops for my staff to‘%
3
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QUESTIONNAIRE FOR ADMISNISTRATORS e
) ;
A. Personal Information §
3 § £ )
Name: - i b :
Gender ot .,
Age: - r |
Designation: - . _ Y, '
Name of Institution: - _ g b | ¥
Year of joining the present position: - _ 3 :

l N ] . ; §

* B. Qualification 4 § ]

: 5 H] f .
Academic Qualification (Please mention h|ghe§‘st degree)
Professional Qualification S

¥
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e

e

C. Experience

© e
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PO Ty wornm | gt

Teaching Experief\ce
Administrative Experience

Total Experience |
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-D. Professional Information

Did you receive administrative training before possessin
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¥ - T
] .
| a
I “
El Yes - F :
O o i % f f
; i
If yes, what type of training did you receive? ! ¢
LI ¢
-8 v
L] Preservice - 3 .
K & R
' L in-service E" £
L . ] )- 3
. O . On the job training :
O Apprenticeship : |
] Any other (please specify) ¢
) From where did you receive training?
o L1 own Institution , f 3 )
£ ] Training Organization ; §
¥ = £ = RER
, [ nco | § i
] . Abroad _ % .
F D Any other (Please Specify) + §
| .1
1 D Duration of the training you received?. ;4
! i 1
. The training you received has added knowledge about your job. :
[* . < B
] Yes :
L1 No
A X
i l & 'i. w

You like to apply the experlences of your training during your job.
A

’ (1 Yes | ‘ . .

éﬁ Did you participate in any Management Course ai:terjoining the present position?

et
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4

| ] i % s
1 3 £ A
¥ o
% i B
¥ g . . ?
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b A

" D Yes
b : -
- [ No 3

.
e,
b
-
“

e

: If yes, then please write the following il -
H i ‘3 £

%7‘" oo i

Name of the course Name of Institution uration of course:

: H
E o I !

Are you a; computer literate? L, F ' i \ .
D "Yes ] : ; % - i
D No : A ; § -

If yes then tick the relevant box (You may tick all boxes if relevant;)'

Byl

MS Office C
Internet. .1 by

# 2 3 &

§ i+ ; -

- Out Locfk Express

s
-

E-Conférencing

>

-

W
slinlnlala

{
P H
< . Any other , i . <

which these statements reflect your practices and behavior.

Please read each of the following statements caréfully. The%
: or:

rindicate the extent to-

‘
] § W

b2
i
.

Always
Often
Sometimes / occasionally

Seldom

i
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:‘ 2 3 - 4 1
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e

i - 2115 | 5§51
L Sr. No Statements ; ! S £ a>3| 3
B i °
; : 1. You feel difficulty to plan the ob}ectlves yourself ;
“ 2 You face problem to implement the planned i
i . instructions. _ ~ 8 |
,’i 3 You are unable to preplan your work. ; : g
3 4, You feel a'gap in your planning. g
5. You are unable to use mterpersonal skills §
effectively.
. 6. You feel yourself mcapable to commumcate wuthff
! your subordinates. L 3
7. You work according to your own set pnontles é
: . .. s i' 3
: 8 You realistically set deadlines for assigning tasksE
l; to your subordinates. )
" 3 9 You are incompetent in decision makmg §
5
, 10. . | You consult the other members of your 4
@ organization before taking a decision. f§
[ 1. 1 You make the decisions consistent with plans § 5
1 and policies of your organization. 3 T | i
;' : 12. You like to examine all relevant mformatnon , ; ,
g before maklng any declsion. i% i 1 i
i ' 13. You like to express your opinions and lmpose g‘
. | your ideas forcefully. v,
;g 14. You face dlft" iculty in dlagnosmg prgblem i
3 ) S i
o 15. | You think most of the problems you face are 3
l;f ___| because of you poor management. .
i 16. You face the problems very bravely and handle § g
i sensibly. : ) 1
17. You tolerate the dlsagreements and resolve the §|
problems patiently. § |
N 18. | You are satisfied with the placement and work g :
. load of your subordinates. i i i
- 19. | You train your subordinates for better ¢ 3
I,;! performance and accept additional. § P
g responsibilities.
20. You appreciate your subordinates for pen‘ormlng
B - ER
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e

=
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better in their jobs.

You are sympathetlc and give comfort to other

| v | et | camc e i ik e L
’

21.
- people when needed. :
22. You avoid creating conflicts and confrontatlon
with you colleagues. E 3
23. You cooperate and encourage teamwork g
24. You listenthe |deas of other people very
attentlvely 3
25. You share the authorlty with subordlnates for the
betterment of your organization. ¢
26. You delegate authority to lower formation for ?f
| timely completion of task. 3
27. You treat the subordinates falrly and equally g
You feel confi dant and trust your staff members ; ’
. 28.1 : 3 l
29, You always welcome the |deas of your staff #
.| members 3|
30. You share your personal mfon‘natron and -2
feelings with some of your Staff members or gg
colleagues.
31. You dislike making the social relatlons with your §
, subordinates. i N y
32. Your staff members feel freedom in their work. %
33. You think there should be a fnendly and pleasan
environment among the leader and £+ g |
subordinates. i %
34. You design your meetlngs WIth staff to
inculcating them creative thinking, bramstormlngg
} and to generate ideas. 3
35. Budget allocated to you is suft' C|ent for your %
administrative needs. 3
36. You have awareness about the fi nancral rules 2
about your department i1 ,i :
37. | All the amounts on different transactions are §
__| utilized properly. B 3
38. You face problems to control budget ¢ ;
39. if your staff has problems to malntam accounts, 1
you can help and guide them. ! % :
40. If your staff feels difficulty in the preparatlon of :
‘working papers regarding audit, you are able to
remove thelr difficulty. I
" 'S‘h ]
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i

Which style of leader ship you adopt during your practices.

D Autocratic
D Democratic
] Laissez faire

Give some of the major deficiencies of educatfonél adminis'tr;%étors.

= 7 -

41. | Higher authontles have great lnﬂuence on the g
v aliocation of budget. * ¥ 4
42, You want to be independent in appomtmg & ,%
transferring your staff. ' .
43. You face problem in assessmg and evaluating @
_ | the work of your Staff regularly. ¢+ = g
44, You like to give feedback. R §
45. You are realistic in writing the annual confldentlal
reports of your subordinates. . Hi
46. You use incentives to reinforce exceptlonal
| performance. ? :
47. You are eager to change the rules to facilitate :
v the subordinates and betterment of organization. ; .
48. You encounter problem to select the purchase - % ‘
committee members. v
49. Purchase manual contents are followed strlctly g ]
50. You check the performance of purchase §
, "~ |‘committee.
|~ 81.#% | You want the training of your staff to tram them ,
. | forthe use of computer. g
52. You face difficulty in personnel evaluatron of g
your subordinates. !
53. You face problem in human resource ¥ -
management. _ 3 B R »
¥

a.

b.
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Please write the major problems, which you are facing as an’

administrator. . | 12

a. o (R ) b,

P
B “ovun.
v

-
(0]

. . iy S I . |
Give the areas in which you need training as an administrator.

L) .
a : S 5

b.
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Please suggest some procedures to overcome thée problem
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