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Subject: Personnel Administration - BATPA 12306

Type of course: Major
Prerequisite: NA

Rationale:

Course Syllabus
Gyanmanjari Institute of Arts
Semester- 2 (B.A)

The rationale behind this course seems to be the focus on managing human resources within
organizations. It emphasizes the administration of employee recruitment, training, development, and
performance management. The title highlights the importance of aligning personnel policies with

organizational.

Teaching and Examination Scheme:

Teaching Scheme Credits Examination Marks
SEE CCE
CI i C
MSE ALA
4 0 4 100 30 70

Total
Marks

200

Active Learning Activities.

Personnel Administration - BATPA 12306

4 Credits * 25 Marks = 100 Marks (each credit carries 25 Marks)
SEE 100 Marks will be converted in to 50 Marks
CCE 100 Marks will be converted in to 50 Marks

It is compulsory to pass in each individual component.

Legends: CI-Class Room Instructions; T — Tutorial; P - Practical; C — Credit; ESE-End Semester
Examination; MSE- Mid Semester Examination; V — Viva; CA - Continuous Assessment: ALA-
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Course Content:

Personnel Administration - BATPA12306

Unit Course content Hrs .%
Weightage |
Introduction
e Origin And Development Of The Concept Of
1 Civil Service 15 25
e Civil Service- Meaning And Features,
Classification, Importance
* Personnel Administration In India
Recruitment and training
e Meaning And Methods Of Recruitment, Its
4 Merits And Demerits . -
e Meaning, Objectives And Types Of Training
e Training For Civil Servants In India And Its
Impact
Promotion
e Promotion means and method
3 e Principle of promotion, its features 15 25
e Promotion And Pay - Conditions of Service in
India
Dynamics of Personnel Administration
* Relations with the political executive,
4 ¢ Administrative code of conduct 15 25
e Challenges and solutions in  Public
Administration
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Continuous Assessment:

GYANMANIJARI INSTITUTE OF ARTS

Sr.
No

Active Learning Activities

Marks

Civil Service Exam Mapping

Students Review And Answer Sample Civil Service Exam Questions. This Gives
Them Insight Into The Kind Of Knowledge And Skills Assessed In Civil Service
Recruitment Processes, And They Can Reflect On The Importance Of Meritocracy.

10

Mock Interview

Pair Students To Take Turns As Interviewer And Interviewee For A Mock Job
Interview. They Can Practice Asking Relevant Questions And Giving Responses
Based On A Job Description.

10

Role-Playing Conflict

Have Students Act Out A Simple Workplace Conflict (E.G., Between A
Manager And An Employee). The Class Can Then Discuss How To Mediate
The Situation And Propose Solutions.

10

Public Service Announcement Design

Students Work In Groups To Create A Simple Public Service Announcement
(PSA) For A Government Program. This Helps Them Practice
Communicating Government Initiatives In A Way That Civil Servants Might
To The General Public.

10

Administrative Hierarchy Mapping

Ask Students To Map Out The Structure Of A Typical Civil Service,
Identifying Different Levels Of Hierarchy (E.G., Local, State, National) And
Discussing How Authority And Responsibility Are Distributed Within The
System.

10

Debate

Organize A Debate Where One Group Argues For Civil Service Reforms Like
Decentralization, While Another Defends The Status Quo. This Encourages
Critical Thinking About The Structure And Functioning Of Civil Services In
Different Countries. Upload On GMIU Web Portal.

10

Attendance

10

Total

70

Personnel Administration - BATPA 12306
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Suggested Specification table with Marks (Theory): 100

Distribution of Theory Marks
(Revised Bloom’s Taxonomy)

Levll Remembrance | Understanding | Application | Analyze | Evaluate | Create
(R) (%) (A) (N) (E) ©)
Weightage 40 % 40 % - 20 - -

Note: This speciﬁcation table shall be treated as a general guideline for students and teachers. The
actual distribution of marks in the question paper may vary slightly from above table.

Course Outcome:

After learning the course, the students should be able to:

Define Civil Service. Students Will Articulate a Clear Definition of Civil Service,

col Understanding Its Role in Government and Public Administration.
Understand Recruitment and Training Process. Students Will Be Able to Explain the Steps of
CcO2 ! /
Recruitment Process and Selection Methods.
CO3 Identify And Evaluate the Criteria Used for Employee Promotion Decisions, Including
Performance, Experience, And Potential for Leadership.,
CO4 Analyze The Key Components of An Administrative Code of Conduct, Such as Conflict of

Interest Policies, Confidentiality Requirements, And Guidelines for Professional Behavior.

Instructional Method:

The course delivery method will depend upon the requirement of content and need of students. The

teacher in addition to conventional teaching method by black board, may also use any of tools such

as demonstration, role play, Quiz, brainstorming, MOOCs etc.

From the content 10% topics are suggested for flipped mode instruction.

Students will use supplementary resources such as online videos, NPTEL/SWAYAM videos, e-

courses, Virtual Laboratory

The internal evaluation will be done on the basis of Active Learning Assignment

Practical/Viva examination will be conducted at the end of semester for evaluation of performance

of students in laboratory.
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