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B.A. PUBLIC ADMINISTRATION

(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V
Semester,

(Syllabus - Curriculum)

Structure of SECs for Semester -V

(To Choose One pair from the Three alternate pairs of

SECs)
Marks
Courses Name of the Course Hours/ Credits
6 &7 Week 1A-20 Sem
Field Work-5 End
Human Resource and
6A Logistic Management > 4 25 7>
Leadership styles and
A Conflict Management > 4 25 75
OR
Marks
Courses Name of the Course Hours/ Credits
6&7 Week I1A-20 Sem
Field Work-5 End
Basic Research Writing
6B Skills 5 4 25 75
Personality Development
7B and Communication 5 4 75 75
Skills
OR
Marks
Czu‘;;sgs Name of the Course ‘EV-Ioul:s/ Credits
ee IA-20 Sem
Field Work-5 End
6C Social Audit 4 25 75
7C Management of NGO’s 4 25 75

Note-1: For Semester—V, for the domain subject Public Administration, any one of the three
pairs of SECs shall be chosen as courses 6 and 7, i.e., 6A & 7A or 6B & 7B or 6C & 7C. The pair
shall not be broken (ABC allotment is random, not on any priority basis).

Note-2: One of the main objectives of Skill Enhancement Courses (SEC) is to inculcate skills
related to the domain subject in students. The syllabus of SEC will be partially skill oriented. Hence,
teachers shall also impart practical training to students on the skills embedded in syllabus citing
related real field situation.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23)

Skill Enhancement Courses (SECs) for V
Semester,
COURSE-6A: HUMAN RESOURCE AND LOGISTIC MANAGEMENT
(Skill Enhancement Course (Elective), 4 Credits)
Max.Marks:100

I. Learning Outcomes:

On successful completion of the course the students will be able to;

Discuss the human resource management.

Also understand the challenges of human resource planning and Problems.

Also, to identify the systems and processes of financial and material management.
Apply the knowledge to observe the field level phenomena.

II. Syllabus: (Hours: Teaching: 60, Skills Training: 10, others including unit tests: 05.
Total: 75)

UNIT-I
Introduction: Meaning, Nature, Scope and Significance of Human Resource Management,
Objective and Functions of Human Resource Management, Qualities of Human Resource
Manager

UNIT-II
Meaning, Objectives and Need of Human Resource Planning, Factors affecting Human
Resource Planning, Human Resource Problems

UNIT-III
Procurement and Development Functions: Job Analysis, Job description, job specification,
recruitment and selection, placement and induction and socialization

UNIT-1V

Logistic Management: Meaning, Objectives and Need of logistic Management, Concept,
Principles and Forms, Procurement of material and inventory control, material handling and
packing, transportation, Logistic Information System

UNIT-V

Emerging Trends: Logistic Management Emerging Trends, Green Logistic, Effective
Logistic Management, Challenges: Human Resource Management, Financial Management,
Inventory/Material, Outsourcing, Customer Satisfaction etc.



I11. References

1. Dr. C.B. Gupta - Sultan and Sons, Human Resource Management

2. P. Subba Rao, Personnel & Human Resource Management - - Himalaya Publishing
House.

3. K. Aswathappa,Human Resource and Personnel Management - - Tata Mc Graw Hill
Publishing Co. Ltd.

4. Allawadi, Satish Chand rakeshP. Singh, 2001, Logistic Management (Second
Edition), Prentice Hall India, New Delhi.

5. Agarwal, D.K. 2012 Text book of Logistic and Supply Chain Management (Reprint),
Macmillan, Delhi.

6. Bhattacharya, S.K. 2010 Logistic Management-Definition, Dimensions and
Functional Applications (Reprint), Sultan Chand and Sons, Delhi.

7. Ismail Reji, 2013 Logistic Management, Excel Books India, Delhi.

8. Raghuram, G and N. Rangaraj, Logistics and Supply Chain Management —Case and
Concepts, Macmillan India, Delhi.

9. Sople, Vinod, V.2013, Logistics Management 9Third edition, Dorling Kindersley
India, New Delhi.

IV. Co-Curricular Activities (Training of students by the teacher: Total 10 hours):
a.) Mandatory:
1. FOR TEACHER:

Training of students by teacher in the classroom for a total of not less than10 hours on
various practical skills related to Humana Resource Management and Logistic Management
sector, with the help of local experts. The teacher shall also train the students to identify the
best qualities of Manager and Human Resource Problems and Challenges to Logistic
Management. The teacher shall lead students to visit local industrial sites and guide them to
work with the local Human Resource Manager.

2. FOR STUDENT:

Students have to go to the field, observe activities related to Human Resource Management
and Logistic Management. Observe their functioning and problems to gain experience,
including suggestions for improving the best qualities of the Human Resource Manager.
These individual observations shall be written in the given format not exceeding 10 pages and
submitted to the teacher as Fieldwork/Project work Report.

3. Suggested Fieldwork/Project work Format: Title Page, Student Details,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and
References.



b) Suggested Co-Curricular Activities

1) Invited Lectures

2) Hands-on experience with the help of field experts.

3) Debates on interesting topics

4) Seminars, Group Discussions, Quiz, etc.

5) Assignments

6) Alumni Interactions

7) Periodical interactions with Human Resource Managers.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V
Semester,
COURSE 6 A: HUMAN RESOURCES AND LOGISTICS MANAGEMENT

(85300565 $50580€20 58050 DBEL BreT DODET DB 509 )

MODEL QUESTION PAPER
Time: 3 Hours Max. Marks: 75
Section — A
Answer any five of the following. Each answer carries 5 Marks 5x5=25
Marks)
&2 808 3S° AVD° DA0E38 BSFGEmren TOHOB. 1P DSTrerord8 5
e Boen.
1. Human resource manager.
A°R) DB QT3S0 L.

2. Significance of human resource management.
AP DB A §53°e0 3N E )P0 §eb.
3. Human resource problems
INVENINENINTO VOIS INV IS IO
4. Human resource planning.
35763 SdBe> |HeT s,
5. Job Description.
SESH DesSea.
6. Forms of logistic management.
S BT QB 55379 Eaen.
7. Principles of logistic management.
Q) BT A £a3°9 TINEY (TN
8. Challenges of logistic management.
S Bared® QB L5769 TINE YOI
9. Job Specification.
&E$H8 BN
10. Customer satisfaction.

DABIFHT R HOba.



PART -B

Answer any five of the following. Each answer carries 10 Marks (5 x 10 = 50 Marks)

& 808 58S’ AT DA BIFrETIren T°0H0A. (DA DS m 8
10 S5°&0p.en.
1. Define Human Resource Management, Explain its scope and nature.
AP DB LD QB L0V, TP DO NDBAN 05277

DdB0S0%
2. Explain the objectives and functions of the Human Resource Management.

0P8 IRB® QB §a3d ARNEY TN o DA DO DdE0TI0%.
3. Explain the factors affecting the Human Resource Planning.

35°%63 SIKE |NETRER (D2FAB0 T 0T DIO0B0R.
4. Discuss the objectives and need of Human Resource Planning.

3770385 DK (DT DE T3NE) OTEEN DEAN €9IITA) N8 )0I0R.
5. Explain the procurement and development functions.

8589 D8O €98)39E D NNHBOBORK.
6. Explain the job analysis, its recruitment and selection

&ES50 DB, T AOETNE0 0B DODENNE0I0B.
7. Discuss the management, its objectives and need of the logistic.

QB 37, T°Q TN OO €728 ©03ITAY 98 )0N0&.
8. Explain the logistic information system, its material handling and transportation.

S BTET DSTPTS 95390 T e38AHNS FS0R0R 0B8N ST
DIB00E.
9. Discuss the logistics management emerging trends.

Q) BT 3025 0L €839 B TTOLNBI) S337%0 YN8 Yodo&.
10. Examine the financial management and Explain its customer satisfaction.

398 Q8 557690 HEID0I0A 0B Q) EQ0B YOS ININSE0I0A.
Prepared by:

e —"

(N. Suresh Kumar)
Lecturer in Political Science,
S.V. Arts College, Tirupati.
Member of the BOS in Political Science
S.V. University, Tirupati.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V
Semester,

COURSE-7A: LEADERSHIP STYLES AND CONFLICT MANAGEMENT
(Skill Enhancement Course (Elective), 4 credits)

Max.Marks:100

I. Learning Outcomes:

On successful completion of the course the students will be able to;

understand the different styles of leadership given by administrative thinkers.
e They will also understand the causes and level of conflicts in an organization.

e Students will also be able to understand the handling of inter-personal conflict
e Describe a leader’s role in managing conflict in the Organization

e Understand how to turn conflict into an opportunity for redemption and reconciliation.

II. Syllabus: (Hours: Teaching: 60, Skills Training: 10, others including unit tests: 05.
Total:75)

UNIT-I

Introduction: Meaning, Nature and Scope of Leadership, Types of Leadership and
Importance of Leadership.

UNIT-II

Qualities and Functions: Qualities and Functions of Leadership, Leadership Styles Viz
Autocratic Style, Democratic Style and Laissez Faire Styles.

UNIT-III



Organization Conflicts: Nature and causes of Organizational Conflicts, Types and Levels of
Conflicts and Criteria for Conflicts Management.

UNIT-1V

Negotiations: Bargaining strategies in negotiation, negotiation process stages. Techniques of
Negotiations and Third Party Negotiations.

UNIT-V

Case Studies: Styles of Handling Inter-Personal Conflicts and Managing Conflict
Management Process-Case Studies, The Arbitration and Conciliation (Amendment) Act,
2015.

III. References

1. Bernard M. Bass, 1985, Leadership and Performance Beyond Expectations, Free
Press, New York.

2. C.K.W. DeDreu&E.Van de Vliert (Eds.), 1997, Using Conflict in Organizations, Sage,
London.

3. D.G. Pruitt & P.J. Carnevale, 1993, Negotiation and Social Conflict, Open University
Press, England. 4. Deepak Malhotra, 2016, Negotiating the Impossible: How to Break
Deadlocks and Resolve Ugly Conflicts (without Money or Muscle).BerrettKoehler
Publishers, Oakland CA

4. Deepak Malhotra and Max H. Bazerman, 2008, Negotiation Genius: How to
Overcome Obstacles and Achieve Brilliant Results at the Bargaining Table and
Beyond, Bantam Dell, Random House Inc., New York.

5. I William Zartman, 2007, Negotiation and Conflict Management: Essays on Theory
and Practice (Security and Conflict Management), Routledge, New Y ork.

6. L.D. Brown, 1983, Managing Conflict at Organizational Interfaces, Reading,
Addison-

Wesley, M.A.

7. M.Afzalur.Rahim, 2001, Managing Conflict in Organizations (3rd Ed.), Quorum
Books, Westport, CT.

8. Disagreements and Develop Trust and Understanding, How to Books Ltd., U.K.

9. Wendel.L. French &Cecil.H. Bell Jr, 1999, Organization Development : Behavioral

10. Science Interventions for Organization Improvement(6th Ed.) Englewood Cliffs,
Prentice-Hall, N.J.

11. William W.Wilmot and Joyce L. Hocker, 2005, Interpersonal Conflict, Mc Graw-Hill
Higher Education.

IV. Co-Curricular Activities (Training of students by the teacher: Total 10 hours):

a) Mandatory:

1. FOR TEACHER: Training of students by teacher in the classroom for a total of not less
than10 hours on different types of leaders, qualities and functions of Leaders and conflict



management skills and techniques to effectively manage conflicts at the work place and
community. And also train them to understand the different approaches and methods of
conflict management. The teacher shall also train the students to acquire various skills and
techniques for conflict Management and to cultivate in them effective leadership and
managerial skills. The teacher shall lead students to visit and meetlocal Leaders and interact
with them.

2. FOR STUDENT: Students have to go to the field, observe activities of different types of
leaders andmanaging conflict and bargaining strategies in negotiation. Observe their
functioning and problems to gain experience, including suggestions for the improving the
best qualities of Leader and conflict management in organization. These individual
observations shall be written in the given format not exceeding 10 pages and submit to the
teacher as Fieldwork/Project work Report.

3. Suggested Fieldwork/Project work Format: Title Page, Student Detalils,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and
References.

b) Suggested Co-Curricular Activities

1) Invited Lectures

2) Hands on experience with the help of field experts.
3) Debates on interesting topics

4) Seminars, Group Discussions, Quiz, etc.

5) Assignments

6) Alumni Interactions

7) Periodical interactions with local leaders.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION

(Under CBCS w.e.f 2022-23) SEMESTER - V

Skill Enhancement Courses (SECs) for V

Semester,

COURSE-7A: LEADERSHIP STYLES AND CONFLICT MANAGEMENT

(PO Eed § Fen e D8N DTPTre A §I°0)
MODEL QUESTION PAPER

Time: 3 Hours

Max. Marks: 75

Section — A

Answer any five of the following. Each answer carries 5 Marks (5 x 5 =25 Marks)

&:808 3635’ AVD° D038 DSrGaren T OHOB. (DA DSPT T8 5

e Boyen.

1) Characteristics of leadership

TPONEB ¢ O PO D80S0 G?

2) Autocratic leadership
QTHANS 0SS SO

3) Functions of leader
AN DEHEN D?
4) Democratic style of leadership

(02T S OIS °ONE S SO

5) Organizational conflicts
Qo Hes DZ3TPen

6) Importance of negotiations
INTORIBRPA AN

7) Conflict management
D A §a3°€

8) Techniques of negotiations
8@ PT® HDLEBEW

9) Inter personal conflicts

3580 0638 DZITTEN

10) Case study

ESpYe



Section — B

Answer any five of the following. Each answer carries 10 Marks (5 x 10 = 50 Marks)
&:808 363’ AP 03, DSTGrmren TPON0B. (DB DS 8
10 S5°&0p.en.
11) Explain the meaning, nature and scope of leadership?
°0NEeS ¢ 2900, D 523°%50, $NOAN DB 15°0 )38 050 E?
12) Explain the importance and types of leadership?
TPONEES € (aPTPED QDO PONEES £ SO DIB0I0G?
13) Describe qualities and functions of leadership?
TPONEES LA o DEAW TPANEE S0 ©F 77D DedB0TI0E?
14) Describe the different styles of leadership?
DARBOTONEE DRSO DdO0I0&.
15) Explain the nature and causes of organizational conflicts.
33530NDB RS V23T D 523%30 DB SPEETOR DIB0HV0&.
16) Explain the conflict management?
N2 A §eA T8 ) (P 0H0R?
17) What are the bargaining stages in negotiations?
258 )06 BETFTe 530 DSB0TH0B?
18) Explain the third party negotiations?
S05°CHS B THSEIEN eSTRN?
19) Explain the different styles of handing interpersonal conflicts and managing conflicts?
55500 085 D23 SDBAN DB LT DTS DIPHED DDA
DI80TI0G?
20) Explain the arbitration and conciliation amendment act 2015?

0085805865 ¢ 0B T°23 DdBE IO 2015 K8 YNSB 0D 0?

Prepared by:

(A. Adhisekhar Reddy)
Department of Political Science
Government Degree College Pakala
Member of the BOS in Political Science
S.V. University, Tirupati.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V
Semester,

COURSE-6B: BASIC RESEARCH WRITING SKILLS
(Skill Enhancement Course (Elective), 4 Credits)

Max.Marks:100

1. LEARNING OUTCOMES:
Students at the successful completion of the course will be able to

e Describe why research is important.

e Describe scientific methods.

e Describe research report.

e Describe library use.

e Demonstrate dictionary usage.

e Demonstrate thesaurus usage.

e Demonstrate encyclopedias, almanacs, and atlases usage.

e Demonstrate internet search engines usage for research.

e Identify Internet news sources.

e Identify internet magazines, blogs, and images.

o Identify journals, papers, and more.

e Summarize bibliographies and their usage in research.

[ J
II. Syllabus: (Hours: Teaching: 60, Skills Training: 10, others including unit tests: 05.
Total:75)

UNIT-1:

Introduction to Research

Concept of research — Importance of research — Types of research — Various methods of
research- Scientific methods of research

UNIT II:
Writing skills



Basic concepts of writing- introduction to writing- reports- importance of reports-types of
reports.

UNIT III:
Contents of Report
Planning of Report Writing- Format of Research Report

UNITIV:
Principles of Writing
Principles of writing- Bibliography- Documentation of Bibliography

UNIT V:
Evaluation of Report
Typing the Report- Evaluating the Research report

I. REFERENCE BOOKS:

1. Ballou, Stephen.V, A Model for Theses and Research Papers, Boston: Houghton
Mifflibn, 1970.

2. Barzun, Jacques and Henry F. Graff, The Modern Researcher, New York: Harcourt,
Brace & World, 1970.

3. Berenson, Conrad and Raymod Colton, Research and Report Writing for Business
and Economics, New York: Random House, 1971 chapters 8 to 17.

4. Bernstein, Theodore, The Careful Writer: A Modern Guide to English Usage, New
York: Atheneum, 1965.

5. Bowers, Fredson, Principles of Bibliographical Description, New York: Russell &
Russell, 1949.

6. Campbell, William Giles and Stephen Vaughan BallouForm and Style: Theses,
Reports, Term Papers. in Co. 1974.

7. Corbett, Edward P.J., Classical Rhetoric for the Modern Student, New York: Oxford
University Press, 1971.

8. Dawe, Jessamon, Writing Business and Economics Term Papers, Theses and
Dissertations, Totowa, NJ.:Littefield Adams and Co., 1965.

9. Flower, H.W. ADictionary of Modern English Usage, New York: Oxford University
Press, 1965.

10. Gallagher, William J,, Report Writing for Management, Reading, Mass: Addison
Wesley Publishing Co., 1969.

11. Jonis. J.Harold, The Business Research Paper, New York: Hobbs Dorman &
Co.,1967.

12. Kapp, R.O., The Presentation of Technical Information, London: Constable, 1948.

13. Strunk, William, Jr., and E.b. White, The Elements of Style, New York: Macmillanm,
1972.



14. Jurabian, Kate L., 4 Manual for Writers of Term Papers, Theses and Dissertations,
Chicago: University of Chicago Press, 1971.

15. University of Chicago, 4 Manual of Style, Chicago: University of Chicago, 1969.

16. Zeisel, Hans, Say it with Figures, New York: Harper & Row, Publishers. 1957.

II. CO-CURRICULAR ACTIVITIES:

a). Mandatory:

1. FOR TEACHER: Training of students by teacher in the classroom for a total of not less
than 10 hours on Concept of research, its importance, Types, Scientific methods of research,
Basic concepts of writing, introduction to writing, reports, its importance, of reports, types,
planning, Format of Research Report, Principles of writing, Bibliography, Documentation of
Bibliography, Typing the Report, Evaluating the Research report.thereby encouraging and
enlightening the students. Lecturers by Experts and Psychologists.

2. FOR STUDENT: Students have to involve in activities like prepare report, Study reports,
planning reports, enhance writing skills, Assignments etc.

3. Suggested Fieldwork/Project work Format: Title Page, Student Details,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and
References.

b). Suggested Co-Curricular Activities:
1. Training of students by a related expert.
2. Assignments
3. Planning a report, Evaluating a report etc.
4. Presentations by students on Report and Writing skills.
5. Invited lectures and presentations on related topics by Experts such as English Trainers,
Research Scholars etc.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V
Semester,

COURSE 6 B: BASIC RESEARCH WRITING SKILLS

MODEL QUESTION PAPER

Time: 3 Hours Max. Marks: 75

Section — A

Answer any five of the following. Each answer carries 5 Marks (5 x 5 =25 Marks)

2808 63’ AVD° D038 DSTRreN TOHOB. (DA DSPT 8 5
e o en.

1.

10.

Research

DBFES

Scientific method of research
Q0D DOFTIS HLS
Importance of reports
QREES (TP $eh

Steps involved in Report writing
QB8 S8’ SFen
Research Report

DBTBL AIHE

Planning of Repot

QAIHE Bwgy, (DT P8
Documentation
TESDOAR

Benefits of Research
DBFES 1D e
Ethics in Research

DOFES deanes

Objectives of research

DTS ST



Section - B

Answer any five of the following. Each answer carries 10 Marks (5 x 10 =50 Marks)
&:1808 3635’ AP 038 JSTGRren TONOB. (DB DS 8

10 Soe&o-en.

1.

10.

Outline the importance and types of research?

DBFES |Grd5ed HBAM S5O DIBOTHEN?

Discuss various methods of research?

DAL HOFE HR B DRIBOTHN?

Explain the basic concepts of writing?

DIEEEN (TPONCEO (HO5TE) SAMA €5 NTO2FIR
DIB0TLAN?

Explain the types of Reports?

QIBE 3570 NHBO0D) DSIBOTNSN?

Write about the format of Research report?

DB AIEE TNE), B0 HBOD) T°OHOER?

Discuss about various issues in planning of report writing?

QIO 5058 (DT DESBMA €5) DN 907 IO IOTHSN
Explain the principles of writing?

ODeh KD ST SATESRANE €5 (@O DSIE0I0R?
Write about Bibliography?

50 HEIE 5800 T 0HOR?

Discuss about evaluating the research report?

DBTBL AIEE 07750850 HBOD) DSIBOTEN
Role of research in solving contemporary challenges?

05O DT $9e% DT SBOES” HOTLIS (50 DIBOTN8N?

Prepared by:

L

(B.NAGARATHNAM REDDY)
Lecturer, Department of Political

Science

SVCR Govt. Degree College, Palamaner
Member Board of Studies in Political
Science

SV University, Tirupati.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
COURSE-7B: PERSONALITY DEVELOPMENT AND COMMUNICATION
SKILLS
(Skill Enhancement Course (Elective), 4 Credits)

Max.Marks:100
1. LEARNING OUTCOMES:

Students at the successful completion of the course will be able to

e Understand the meaning, process, importance, types and barriers to communication;

e Develop public speaking, oral and written communication skills;

e Understand the importance of preparation of communication material;

e Gain knowledge of media of communication.

e Identify how to the participate in meetings and interviews;

e Understand the concept of personality and personality development and its

significance.

e Understand and develop the traits and factors determining personality and

e Know how to assess and enhance one’s own personality
II. Syllabus: (Hours: Teaching: 60, Skills Training: 10, others including unit tests: 05.
Total:75)

UNIT-1:

Introduction to Personality Development

The concept of personality - Dimensions of personality — Theories of Freud & Erickson-
Significance of personality development. The concept of success and failure: What is
success? - Hurdles in achieving success - Overcoming hurdles - Factors responsible for
success — What is failure - Causes of failure. SWOT analysis.

UNIT II:

Attitude & Motivation

Attitude - Concept - Significance - Factors affecting attitudes - Positive attitude — Advantages
—Negative attitude- Disadvantages - Ways to develop positive attitude - Differences between
personalities having positive and negative attitudes. Concept of motivation - Significance —
Internal and external motives - Importance of self-motivation- Factors leading to de-
motivation



UNIT III:

Self-esteem

Term self-esteem - Symptoms - Advantages - Do's and Don’ts to develop positive self-esteem
— Low self-esteem - Symptoms - Personality having low self-esteem - Positive and negative
self-esteem. Interpersonal Relationships — Defining the difference between aggressive,
submissive and assertive behaviors — Lateral thinking.

UNITIV:

Introduction to Communication

Meaning and Definition — Process — Functions — Objectives — Importance — Essentials of
Good Communication — Communication Barriers — Overcoming Communication Barriers —
Cross-Cultural Communication.

UNIT V:

Types of Communication & Essential soft skills

(a) Written Communication

Need and functions of business letters — Planning and layout of business letters —
Essentials of effective correspondence — Advantages and limitations of written
communication.

(b) Oral Communication

Meaning, nature and scope — Principles of Effective Oral Communication — Techniques of
Effective Speech — The Art of Listening — Principles of Good Listening — Advantages and
Limitations of Oral Communication. (Principles and good practices in online communication
e.g. Telephonic, Internet — VOIP Voice over Internet Protocol.)

(c) Essential soft skills: (i) Group discussion (ii) Presentation skills (iii) Problem-solving (iv)
Decision-making (v) Creativity (vi) Innovation (vii) Team Work

A. REFERENCE BOOKS:

1. Agrawal, Vijay.Dr. Personality Development for students. New Delhi. Benten Books.
2014

2. Mile, D.J Power of positive thinking. New Delhi. Rohan Book Company, 2004.

3. Pravesh Kumar. All about Self- Motivation. New Delhi. Goodwill Publishing House.
2005.

4. Smith, B .Body Language. New Delhi: Rohan Book Company. 2004

5. Hurlock, E.B. Personality Development, 28th Reprint. New Delhi: Tata McGraw
Hill.2006

6. Mohan, Krishna. MeeraBenerjee. Developing communication skills. Macmillan India
Ltd, New Delhi. 1990,

7. Barker, Alan. Improve your Communication Skills. Kogan Page India Private Ltd.
New Delhi. 2008.

8. Sing, O.P. Art of effective Communication in Group Discussion and Interview-For
Competitive Examinations. New Delhi. S.Chand and Company Ltd. 2012.




II.CO-CURRICULAR ACTIVITIES:

a).Mandatory:

1.FOR TEACHER: Training of students by the teacher in the classroom for a total of not
less than 10 hours on techniques on understanding communication establishment, observing
of Debates, Team Work, Group Discussion, Role Plays, etc thereby encouraging the students.
Lecturers by Experts and Psychologists.

2. FOR STUDENT: Students have to involve in activities like Quiz, Study Projects,
Debates, Team Work, Group Discussions, Assignments, Role-plays etc.

3. Suggested Fieldwork/Project work Format: Title Page, Student Details,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and
References.

b). Suggested Co-Curricular Activities:

Training of students by a related expert.

Assignments

Seminars, Group Discussions, Debates etc.

Presentations by students on personality Development and communication skills.
Invited lectures and presentations on related topics by Experts such as English
Trainers, Psychologists etc.

DA



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
COURSE-7B: PERSONALITY DEVELOPMENT AND COMMUNICATION

SKILLS
MODEL QUESTION PAPER
Time: 3 Hours Max. Marks: 75
Section — A
Answer any five of the following. Each answer carries 5 Marks (5 x 5 =25 Marks)
&2 808 363’ AVD° 0038 DSrGEren TOHOB. (DA DSPT 8 5

S Bo.en.
1) What is failure? Explain the causes of failure.
JDDFO 90T DWE3 FNETEA8 KO BTN DdB0H0G.
2) Importance of Self Motivation.
500D TINE, (o080 55
3) Internal and External motives.
065G DO 27575 0SED
4) Lateral Thinking.
S35 SSTIS.
5) Positive Self-Esteem.
P ETO R 0% TES0.
6) Cross-Cultural Communication.
NG QO 27 DEEI.
7) Planning and layout of Business letters.
SIS B (DETPE 08050 §3°K0)
8) Art of listening.
IS EF
9) Group Discussion.
2908 V)
10) Decision Making.
QPASTen SNEHS0.



Section — B

Answer any five of the following. Each answer carries 10 Marks (5 x 10 = 50Marks)
&2 808 263’ AT 0H0E3. DSTGRren TPOHNOB. (DB DS 8

10 S50 ex.
1) \Write about the theories of Freud and Ericson on the personality.
3585 502 (20N NDEAW DBEYS DF 0TS HAOD) (OO
2) Explain the concepts of success and failure.
D300 NOAM JNFO ABWEY 27D DIB0TI0E%.
3) Write the concept of attitude and factors affecting attitudes.
DO DB FDEORD (D2FVH0 B SEFE 2733 (P00 B
4) Explain the importance of self motivation and factors leading to de-motivation.
50D EBED TINEY (N5 DB AT YFIE PO AT
DIB0N0EG.
5) Discuss about the Positive and Negative Self-esteem.
DPDE DA (De3Be €865 S50 (HBOD H8)oHb0&.
6) Discuss about the do’s and don’ts of develop positive Self esteem
BT €865 TG DOFOR0NTETRE TANNIOVDR) 0B
RO0ETB 3°e3HB0D B YO0 A.
7) Write the functions and objectives of the communications.
25708 ANEY VNN DB OF SO (PODOE.
8) Discuss about the Communication and Barriers.
2 DEEIS DB 0% HHBOD B8 HY0H0R.
9) Meaning of written communication, Need and Functions of Business letters.
"S558 S8 233 (08I T3NEY @980, 5o €9650TEN s0EA5W
AIANISVER TS RTeInToTe

10) Write about the principles of effective Oral Communication.

1025°90905 RO 33788 27738 (& (D80 |°ON0&K..
Prepared by:

ﬁ@//

(N. Suresh Kumar)
Lecturer in Political Science,
S.V. Arts College, Tirupati.
Member of the BOS in Political Science
S.V. University, Tirupati.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
COURSE - 6 C: SOCIAL AUDIT
(Skill Enhancement Course (Elective), 4 Credits)
Max.Marks:100

I. Learning Outcomes
e Conceptual and theoretical understanding of social audit
e Acquiring appropriate skills among students to conduct social audit independently
e Assimilating social audit process
e Writing a social audit report
e To understand the poverty-Rural development and Right based frame work.
e To understand the institutional framework for social audit.
UNIT -1
Conceptual Constructs
Meaning, objectives, principles, types, process, advantages and disadvantages; Social Audit
Rules 2011; Ecology of social audit; Impediments of Social Audit; Appropriate institutional
level for social audit.

UNIT - 11

Application of Social Audit

Tools and modes of social audit; Training module; Public Hearing — Jan Sunwai; Case
Studies — national and international — for instance Dungarpur, Rajasthan; Ananatpur,
Andhra Pradesh and likewise from other countries; Project Report (maximum 20 pages);
Report writing.

UNIT-III

Poverty and Rural Development programs

Poverty, Inequality, Vulnerability, Multi-Dimensional Poverty- key development issues in
the villages;

Constitutional framework- Right to Life, History of Rural Development, Rural development
programs

UNIT-1V

Rights Based Framework and Social Accountability

Rights based approach: public works programs, right to work campaign, Social rights-based
legislations.

Principles of Social Accountability, Right To Information, Public Service Delivery Act



UNIT-V

Social Audit for the MGNREGS: Practical Experiences from the Ground
Accountability under MGNREGS, Social Audit of the MGNREGS; MGNREGA and
Entitlements; Technical field visit-MGNREGA works, field visit — worksite, GP office and
block development office.

MGNREGA MIS, Grievance Redressal Mechanism.

A.REFERENCE BOOKS:
1. Aggarwal, Nomita (Ed.) (2003) Social Auditing of Environmental Laws in India. New
Century Publications: New Delhi
2. Eavani, Farzad; Nazari, Kamran and Emami, Mostafa (2012) Social Audit: From Theory to

Practice. Journal of Applied Sciences Research, 8(2),Pp. 1174-1179

3.Rahim, Mia; Mahmudur, Idowu and Samuel, O (2015) Social Audit Regulation
Development, Challenges and Opportunities. Springer:

4.Switzerlandal Saunders, Peter (1995) Capitalism: A Social Audit (Concept in Social
Thought) University of Minnesota Press: Minnesota

II.Co-Curricular Activities (Training of students by the teacher: Total 10 hours):
a) Mandatory:

1. FOR TEACHER: Training of students by teacher in the classroom for a total of not less

than10 hours on various practical skills related to social audit with the help of local experts.
The teacher shall also train the students to identify the best practices to address the
Challenges to social audit. The teacher shall lead students to visit local gram Sabha to guide
them to work with social audit activists and experts.

2. FOR STUDENT: Students have to go to the field, observe activities related to social
audit. Observe their functioning and problems to gain experience, including suggestions for
the improving the best practices of Social audit. These individual observations shall be
written in the given format not exceeding 10 pages and submit to the teacher as
Fieldwork/Project work Report.

3. Suggested Fieldwork/Project work Format: Title Page, Student Details,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and
References.

b) Suggested Co-Curricular Activities

Training of students by a related expert.
Assignments

Seminars, Group Discussions, Debates etc.

Hands on experience with the help of field experts.
Alumni Interactions.

MBI e



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
(Skill Enhancement Course (Elective), 4 Credits) Semester-V
COURSE - 6 C: SOCIAL AUDIT

(S 22E $JD)

MODEL QUESTION PAPER
Time: 3 Hours Max. Marks: 75

Section — A

Answer any five of the following. Each answer carries 5 Marks (5 x 5 =25 Marks)

&2 808 ¢3S’ AP DA0E38 BSTGEPEeN TOHOB. 1P DSTGo I8 5
e Boyen.
1. Training module
B8 €9 JrersS
2. Public Hearing
2808 DTrded
3. Report writing.
QIO TP ocso.
4. Vulnerability
b 50
5. Multi-Dimensional Poverty
250 S0DH DSBLO
6. Right to Life
20T 780
7. Public works programs
(023 DO Y §Eden
8. Right to work campaign
DA T*EVYE Q00HHOVN (DTG0
9. Public Service Delivery Act
DT HB 0 BOIE W&o
10. MGNREGA works
MGNREGA e,

Section — B



Answer any five of the following. Each answer carries 10 Marks (5 x 10 = 50Marks)
& 808 78S’ AFT° DA BXFrGTIre T°0H0R. (DS DS a8

10 SS3° S0y e.

1.

2.

Analyse Social Audit Rules 2011
FAS SAE 852011 & DIN0I0A.
Explain the Impediments of Social Audit.

5228 5P TWNE) @IT T DIB0H0B.

. Explain the Tools and modes of social audit.

FAS SAE TBNEY ST SNBAN 8O DIB0B0A.

. Examine the Case Study of Dungarpur, Rajasthan.

TBT IS C0OTEIE TR DA H83D0I0A.

. Explain about the key development issues in the villages.

PEPS S0P DS DD DIBOBOR.

. Write an essay on the history of Rural Development.

PDETDSHQ TIBH R 2.8 7500 T°AHOA.

. Critically examine the rural development programs

(TPeETDSHE 5°E5 B8O DB ared 50 HOROD0I0A.

. Explain the Principles of Social Accountability.

357288 2353720378550 (@O DIBOT0R.

. Write an essay on the Accountability under MGNREGS.

MGNREGS %0 Q020500 2382008530 2 28 a°500 TrOHOER.

10. Explain the Grievance Redressal Mechanism.

DT°CNEN DEIFTE ODO(BOHOND DedB0N0E.
Prepared by:

A Nagthinid

(A. NAGESWARA RAO)
Department of Political Science
Government Degree College Puttur
Chairman of the BOS in Political Science
S.V. University, Tirupati.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
COURSE-7C: MANAGEMENT OF NGO’S
(Skill Enhancement Course (Elective), 4 Credits)
Max.Marks:100

1. Learning Objectives:
e To acquire specific knowledge on project and NGO management.
e To understand the Project management Dimensions, Planning and its
implementation of projects.
e To enhance skills and techniques of project evaluation / Resource Mobilization.
e To understand the basic concepts and principles involved in managing NGOs.
e To understand the Human resource management in NGO’s.

e To enhance knowledge on project proposal writing and maintenance of the accounts
in NGO’s.

UNIT -1

FOUNDATION OF MANAGEMENT AND NGO’S UNDERSTANDING
Management: Meaning, Definition, Concepts, Objectives and Functions- NGO’s:
Meaning, Definition, Concepts, Types, Functions, Approaches and Models - Vision,
Mission and Goals in NGOs - Role of NGO’s in Community Development-
classification of NGO’s

UNIT -11

LEGAL FRAME WORK FOR ESTABLISHING NGO’S

Legal - rational structure of Non-profits: Trusts and Societies with Special reference to
Trust and Society Registration Acts- Foreign contributions and Regulation Act (FCRA) -
Statutory Obligations- Income Tax Exemption (80-G, 12-A, & 35AC): Rules and
Regulation.

UNIT -11I

HUMAN RESOURCE MANAGEMENT IN NGO’S AND CSR ACTIVITIES
Leadership in the NGO’s Context — Practice of Human resources Management in NGO’s -
Human resources management and role of creating change agents — Staffing, recruiting,
induction and training- CSR Activities: Definition, concepts and need - Concentration areas
of CSR - Role of social workers in CSR- National and International CSR activities: TVS,
Infosys and Tata.



UNIT -1V

PROJECT MANAGEMENT

Concept, Definition, Objectives, principles, Scopes, Importance and Methodology - Micro
and Macro Level Planning - Project Dimensions: Identification — Need assessment.

UNIT -V

PROJECT MANAGEMENT IN NGO’S

Concept, Meaning, Definition and Types of projects — Projects Implementation and
Management: Project Cycle Management - Identification and Formulation of Detailed
Project Report (DPR) with reference to Action AID and Save the Children- Monitoring
and Evaluation (PERT and CPM) - Rural Appraisal (PRA): Tools and Techniques,
SWOC (Strengths, Weaknesses, Opportunities, Challenges) Analysis.

Note: Students are expected to Practice of PRA technique in any rural area.

A. REFERENCE BOOKS:

1. Behera M. C. (2006). Globalizing Rural Development. New Delhi: Sage.
2.ChowdhryPaul.(1973). AdministrationofSocial WelfareProgrammesinIndia. Bombay:Somaiy
3.Emmanuvel.S.Fermando.(1999)Prospect from Problems.Mumbai:St.FrancisXavier’sChurch
4.Ginsbery Leon. H. (2001).Social Work Evaluation-Principlesand Methods. Singapore:Allyn
and Bacon.
5. Jack Rothman, John E. Tropman. (2001). Strategies of Community Intervention. Illinois:
P.E. Peacock.
6. Joel S.G.R Bhose. (2003). NGO’s and Rural Development Theory and Practice. New
Delhi: Concept.
7. Julie Fisher. (2003). Non-Governments — NGO’s and the Political Development of the
Third World.

New Delhi: Rawat

II. Co-Curricular Activities (Training of students by the teacher: Total 10 hours):

a) Mandatory:

1. FOR TEACHER:

Training of students by teacher in the classroom for a total of not less thanl0 hours on
various practical skills related to management of NGOs with the help of local experts. The
teacher shall also train the students to identify the best practices to address the Challenges to
management of NGOs. The teacher shall lead students to visit local NGOs to guide them to
work with NGOs activists and experts.



2. FOR STUDENT:
Students have to go to the field, observe activities related to management of NGOs. Observe

their functioning and problems to gain experience, including suggestions for the improving
the best practices of management of NGOs. These individual observations shall be written in
the given format not exceeding 10 pages and submit to the teacher as Fieldwork/Project
work Report.

3.Suggested Fieldwork/Project work Format: Title Page, Student Details,
Acknowledgements, Index page, Objectives, Step-wise process, Findings, Conclusion and

References.

b) Suggested Co-Curricular Activities

1) Invited Lectures

2) Hands on experience with the help of field experts.
3) Debates on interesting topics

4) Seminars, Group Discussions, Quiz, etc.

5) Assignments

6) Alumni Interactions

7) Periodical interactions of NGO activists.



SRI VENKATESWARA UNIVERSITY - TIRUPATI

B.A. PUBLIC ADMINISTRATION
(Under CBCS w.e.f 2022-23) SEMESTER -V

Skill Enhancement Courses (SECs) for V Semester,
COURSE-7C: MANAGEMENT OF NGO’S

(D2HB 388 Hode AB g5ed)

MODEL QUESTION PAPER
Time: 3 Hours Max. Marks: 75
Section — A
Answer any five of the following. Each answer carries 5 Marks (5 x 5 =25 Marks)
&2 808 58S’ AT DA0E38 BSTGEREeD TOHOB. 1P DSTGarI8 5

e oy en.
1. Meaning and definition of Management
QB 55769 A3EY @9P0 HBAW DB L350
2. What are Non - Governmental Organisations (NGOs)?
(020D 5658 HONEN (NGO €X) 90T Dade3?
3. Types of NGOs
NGO © 85°en
4. Foreign contributions and Regulation Act (FCRA)
DT DN HIT5B0 OO AOHOhe TS0 (FCRA)
5. Corporate Social Responsibility (CSR)
ST Y0 rdee3E 23°¢d5ed (CSR)
6. CSR activities of Infosys Company
BS*HVV 0D CSR seEgEeTaren
7. The concept of Project
BT B, 270
8. Micro Level Planning
Q3 2 oW (DeT DY
9. Project Cycle Management
2§ 8S DTS o
10. Participatory Rural Appraisal (PRA)
OV Sr3S e 23S (PRA).

Section — B



Answer any five of the following. Each answer carries 10 Marks (5 x 10 = 50Marks)
& 808 78S’ AFT° DA BXFrGTIre T°0H0R. (DS DS a8
10 S°&0p en.
1. Explain the objectives and Functions of Management.

QY £ AZ0EY OF°EEN DA DENS OO DdB80I0E.

2. Examine the objectives and Functions of NGO’s.
NGO © T30E) O DO DO H8BO0H0E.

3. Write an essay on Trusts and Societies with Special reference to Trust and Society
Registration Act.

10D DOAN 3 88 AAS L0 TBwE) STEOM™ (R e AN
FE30D 28 800 TFOH0G.
4. Examine the practice of Human resources Management in NGO’s.

NGO O 37865 S55B00 A §53°ea 5075295 DBBO0H0E.
5. Write an essay on the role of social workers in Corporate Social Responsibility (CSR).\
SENBE RS 23¢9 (CSR) S ldrals 5285880 P2 28 500
O°ONOG.
6. What are the Project Dimensions? Write about Identification and Need assessment.
BE BRI 90T dE3? DTWOLINTAR NBAN A& V0L HOOD
O 0G.
7. What is Project Management in NGO’S? Explain about Types of projects.
NGO'S ¢ |Bf JIZD0S @0B dWE? |TFBPHO S5 HB0D
DI80V0E.
8. Write an essay on Identification and Formulation of Detailed Project Report (DPR).
SBO (BT 60 (DPR) 1805 BN SF(@EB0 B 28 500
O°ONO&.

9. Examine the Rules and Regulations of Income Tax Exemptions under Sections 80-G, 12-
A & 35AC.

VED  80-G,12-A, & 35AC 808 &STEAN)NNLSITFON0HE
Q0RO HOBOOI0E.
10. Explain the role of Human resources management in creating change agents.
S750) DEOLD DIVOBSBO® ST IS A 55Ted B0y S5
DIB80TS0%.
Prepared by:

(A. NAGESWARA RAO)
Department of Political Science

Government Degree College Puttur
Chairman of the BOS in Political ScienceS.V. University, Tirupati.
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