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BAPA(N)-301 Personnel Administration

Syllabus

Block 1 — Personnel Administration

Unit 1. Concept, Nature and Scope of Personnel Administration
Unit 2. Public Services in Administrative System and their Role
Unit 3. Features of Personnel Administration in India

Unit 4. Functions and Importance of Personnel Administration

Block 2 — Public Services in India

Unit 5. Public Services in the Context of Modern Bureaucracy
Unit 6. Bases of Bureaucracy

Unit 7. Classification of Services

Unit 8. Evolution of Public Services in India

Unit 9. Generalists vs. Specialists

Unit 3 — Personnel Management: Policy and Practice

Unit 10. Personnel Policy

Unit 11. Recruitment (Reservation in Services)

Unit 12. Promotion

Unit 13. Meaning, Importance and Types of Training

Unit 14. Concept, System and Institutions of Training of Public Servants

Unit 15. Performance Appraisal



