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1.0nuc HaBYAJIBHOI TUCHUILTIHA

Tany3v 3nans, nanpamu
Hawnenyeanfm ni02omoexku, 0Cceimnbo-
NOKA3HUKIE Keanigikayitinuii pisens

Xapaxmepucmuka
HABUAIbHOT OUCUUNTIHU

Pik minroroBxn
I'any3b 3HaHBb:

28 I1yOmnivHe ynpaBiIiHHS Ta 1

aJIMIHICTPYBaHHSI Cemectp

Cneuianshnicts: 281
[TyGniune ynpaBmiHHA Ta LI

KiaskicTs kpenuTis,

pigmoBigunx ECTS — 6 aIIMIHICTPYBaHH:A Jlekuii

Crenianizania/ OcBiTHBO-
eHHA 3204Ha
HAyKoOBa mporpama: a
[TyGniyne ynpaBniHHs Ta 30 0
aJIMiHICTpyBaHHS .
IpakTH4Hi 3aHATTA
JAeHHA 3204HA
30 6
3arajgpHa KiJIbKicTh PlEeHb BRI ocBiTH: Camocriiina poGota
roaun — 180 TpeTiil (OCBITHBO-HAYKOBHIA)
JAeHHA 3204HA
120 168

Bujx KoHTPOJIIO — 331K

Ilpumimka: cniegiOHOWEHHs KIIbKOCMI 200UH AYOUMOPHUX 3aHAMb 00 CAMOCHMIUHOI ma
iHousioyanvrnoi pobomu cmanosums — 12 % : 88 %.

2. Mera Ta 3aBJaHHSA HABYAJILHOI JUCIHILIIHA

Memoro BUKIafaHHs HaBuanbHOI aucuuiuiing «IIpodeciiina iHo3eMHa MOBa» € (opMyBaHHS
HEOOX1IHOI KOMYHIKaTHUBHOi CIIPOMOXHOCTI B cdepax mnpodecifHOro Ta CHUTYaTUBHOTO
CHUIKYBaHHS B YCHIH 1 MUCHbMOBIH (popMax, HABUYOK MMPAKTUYHOT'O BOJIOJIIHHS 1HO3EMHOIO MOBOIO B
PI3HMX BHUJAX MOBJIEHHEBOI [MISJIBHOCTI B 0OCS31 TEMaTHKH, 110 OOyMOBJEHa MpodeciiHuMU
notpedamu; OBOJIO/IHHS HOBITHBOIO (paxoBOIO 1H(OPMALIIEIO Yepe3 1HO3EeMHI JpKepea.

Ocnoeénumu 3a60annamu BuBUeHHS nucuuiuiiny «IIpodeciiina iHoO3eMHa MOBa» € pO3BUTOK Ta
YJIOCKOHAJIEHHS! PI3HUX BH[IB MOBJICHHEBOI IISUIBHOCTI. ayJilOBaHHsS, TOBOPIHHS, IiaJIOT1YHOTO
MOBJICHHSI, YUTAHHS, TUChMa Ta MEPEKIIATY.

3100yBayi BUIIOI OCBITU MAalOTh HAOYTH 3A2AbHUX KOMHEMEeHMHOCM ell:

3K04. 3naTHiCTh YJOCKOHAJIIOBATH ¥ pO3BUBATH MNpodeciiHui, IHTENeKTyanbHUN 1
KYJIbTYPHUI PiBHI,

3K05. 3parnicte mnpuiiMaTH OOIPYHTOBaHI pILIEHHS Ta BHUKOPUCTOBYBATH Cy4acHi
KOMYHIKAI[ii{HI TEXHOJIOT1];

3K07. 3naTHicTh TeHepyBaTH HOBI i71€1 (KPEaTUBHICTD).

B mporieci BUBYEHHS HaBYAIBHOI TUCIMIUIIHMA 3100yBayi BUIIOT OCBITH MalOTh HA0YTH TaKOXK
NEBHUX CleliaNbHuX (gpaxoeux) komnemenmmuocmei.

CKO1. 3maTHicTh HATArOXKYBaTH COIIAIBHY B3a€EMOJIII0, CIIIBPOOITHUIITBO, TTOTIEPEKATH Ta
PO3B’A3yBaTH KOHQIIKTH;

CKOS5. 3naTHICTh NMpeACTaBISATH OpPraHd MyOIIYHOTO YIpPaBIiHHS Y BIJHOCHHAX 3 1HIIMMHU
JIep’KaBHUMHU OpraHaMHu Ta OpraHaMU MICHEBOIO CAMOBPSAIYBAaHHS, IPOMAJICBKUMHU 00’ €THAaHHAMU,
MiIMTPUEMCTBAMHU, YCTAHOBAMH 1 OpraHi3aIliiMi HE3aJICKHO BiJl (OpM BIACHOCTI, TPOMAaJITHAMH Ta
HAJIAro/XKyBaTu e()eKTUBHI KOMYHIKaIlii 3 HUMU;




CKO7. Po3po0asiTi Ta POBOJUTH KOMYHIKaTHBHI 3aX0]U 3711 3a0€3MeueHHs rPOMaJIChKOl
MIATPUMKHA TIPUUHATTS YNPABIIHCHKUX PIIMIEHh Ha BCIX PIBHAX NYyOJIIYHOTO YOpaBIiHHSA Ta
aIMIHICTPYBaHHS;

CK12. HalGyTTst MOBHUX KOMIIETEHTHOCTEH, TOCTATHIX U1l TIPEICTABIICHHS Ta 0OTOBOPEHHS
pe3yNbTaTiB HAYKOBUX JOCTIIKEHb 1HO3EMHOIO MOBOK (QHTJIIHCHKOIO a00 1HIIOK MOBOIO
€pornetickkoro Coro3y) B YCHIM Ta NHCHMOBIA (opMmi, a TaKOX JUI TOBHOTO PO3yMIHHS
IHIIOMOBHHUX HAYKOBHX TEKCTIB.

Ilpozpamui pe3ynomamu Haguanns:

PHOS5. JlemoHcTpyBaTH HaBMYKM HAayKOBOI KOMYHIKallii, MKHAPOJHOTO CHIBPOOITHUIITBA B
npodeciiiHiid Ta OCBITHIN ranysi, MPeACTaBIATH IIMPOKIH HAYKOBIM CIUJIBHOTI Ta TPOMAaJICHKOCTI
pe3ysIbTaTH TOCIiKEHb JePKABHOIO Ta IHO3EMHUMHU MOBaMH B YCHIH Ta MUCHMOBIH (opmi;

PHOS. VYwmitu 3pilicHioBaTH €(QEKTHMBHY KOMYHIKaIliF0, apryMEHTYBAaTH CBOKO TIO3HIIIIO,
BUKOPUCTOBYBATH Cy4acHi iH(OpMaIliiiHi Ta KOMYHIKaIiifiHi TexHoiyorii y cdepi myOmiyHOro
YIpaBIiHHS Ta aAMiHICTPYBaHHS Ha 3aca/iaX COLalbHOI BiANOBIAaIbHOCTI, IPABOBUX Ta €TUYHUX
HOPM,

PH10. IIpencraBistu opranu myOdiYHOTO YIpaBIiHHA ¥ 1HII opraHizauii myonigHoi chepu
Ta MPE3EHTYBATH IS (PaxXiBIIiB i HIMPOKOTO 3araixy pe3yJbTaTh iXHbOI AISUTBHOCTI,

PHI12. YmiTi npoayKTUBHO MpalloBaTH B KOMaH/I1, BIIIrpaBaTu 3a MOTPeOU MPOBIAHY POJIb
OPOBIAHY pONbL B OpraHizamii KOMaHJHOI pPOOOTH, y TOMI 4YHCIi, y MDKHApOAHIH Ta
MYJIBTUKYJIBTYPHIN FpyMi.

Y pesynemami eueuenna nasuanvnoi oucyunninu «llpogheciiina inozemna mosay 3000yeaui
euuoi oceimu NOBUHHI.

3Hamu:

e (oHETHYHI HOPMHU aHIITIHCHKOT MOBH;

® BIJIACTHBOCTI CJIOBA 1 CIIOBOTBID;

® JIEKCUYHUU MIHIMYM;

® TpaMaTHYHHI MaTepiall B 00csrax, nepeadadyeHux mporpamoro.

ymimu:

® APTUKYIIIOBATH aHTJINCHKI 3BYKH;

® [PAKTUYHO BOJIOJITH JIEKCHYHUMHU OJUHHUISIMM B MeXaxX JIEKCUYHOIO MIHIMyMy Ta
TEMAaTHUKU Tiepe10auyeHuX MporpamMoio;

e TIPAIIOBATH 3 PI3HUMH TUIIAMU CIIOBHHKIB;

® TPAKTUYHO BOJIOAITH 3aIUVIAHOBAHUM I'PaMaTHYHUM MaTepianoMm;

® BHCJIOBIIIOBATH CBOIO AYMKY Ta OTPUMYBATH 1H(GOpPMAIIO y CIIIBPO3MOBHHUKA;

e [HcaTH pe3loMe, MPUBATHUN Ta OQIUIAHUN JHCT, TOKyMEHT a0o TBIp BIAMOBIIHO A0
TEMaTHKU KypCy.

3. IIporpama HaBYAJIbHOI IM CHUAIIIHA

Tema 1

Phonetics. Sounds absent in Ukrainian. Rhythmic characteristics. Word order. Clauses
(affirmative, negative, questions). Text: Defining public administration

Tema 2

Modal verbs. Irregular verbs. Text: Historical overview of public administration. Public
administration activities

Tema 3

Simple (indefinite) tenses: formation, usage. Text: Public administration activities

Tema 4



Continuous (progressive) tenses: formation, usage. Text: Business management and public

administration
Tema 5

Perfect tenses: formation, usage. Text: Public administration as an academic discipline

Tema 6

Phrasal verbs. Text: Managerial, political, and legal approaches to public administration

Tema 7-8

Sequence of tenses. Indirect speech. Text: Some theoretical aspects of public administration

Tema 9

Conditionals. Text: The environment of public administration

Tema 10
Conditionals (Continued). Text: Civil service systems

4. CTpyKTYpa HAaBYaJIbHOI AU CUHILIIHA

Jenna ¢popma

Ha3Bu 3micTOBMX MOaYJIIB i TeM

KinbkicTh roqun

y TOMY 4MCJIi

Ycboro

J | mpakT.| c¢/p
Tema 1
Phonetics.  Sounds absent in  Ukrainian.  Rhythmic 15 1 1 5
characteristics.  Word order. Text: Defining public
administration
Tema 2
Modal verbs. Irregular verbs. Text: Historical overview of| 15 3 3 10
public administration.
Tema 3
Simple (indefinite) tenses: formation, usage. Text: Public| 20 3 3 10
administration activities
Tema 4
Continuous (progressive) tenses: formation, usage. Text] 20 5 5 15
Business management and public administration
Tema 5
Perfect tenses: formation, usage. Text: Public administration as 20 5 5 15
an academic discipline
Tema 6
Phrasal verbs. Text: Managerial, political, and legal| 20 2 2 15
approaches to public administration
Tema 7-8
Sequence of tenses. Indirect speech. Text: Some theoretical| 30 5 5 20
aspects of public administration
Tema 9
Conditionals. Text: The environment of public administration 20 3 3 15
Tema 10
Conditionals (Continued). Text: Civil service systems 20 3 3 15
Pazom 180 30 30 120

3aouna popma

KinbkicTs rogun

Ha3Bu 3MicTOBHX MOIYJIiB i TeM

Ycnoro

Y TOMY YMCJTi

J

| npaxr. | c/p




Tema 1
Phonetics.  Sounds absent in  Ukrainian.  Rhythmic 15 05 05 3
characteristics.  Word order. Text: Defining public ' ’
administration
Tema 2
Modal verbs. Irregular verbs. Text: Historical overview of| 15 0,5 0,5 20
public administration.
Tema 3
Simple (indefinite) tenses: formation, usage. Text: Public| 20 0,5 0,5 20
administration activities
Tema 4
Continuous (progressive) tenses: formation, usage. Text] 20 0,5 0,5 20
Business management and public administration
Tema 5
Perfect tenses: formation, usage. Text: Public administration as| 20 1 1 20
an academic discipline
Tema 6
Phrasal verbs. Text: Managerial, political, and legal| 20 0,5 0,5 20
approaches to public administration
Tema 7-8
Sequence of tenses. Indirect speech. Text: Some theoretical| 30 0,5 0,5 20
aspects of public administration
Tema 9 20 | 1| 1 | 20
Conditionals. Text: The environment of public administration
Tema 10
Conditionals (Continued). Text: Civil service systems 20 1 1 20
Pazom 180 6 6 168
5. Temu JekuiiHUX 3aHATH
KiabkicTh
5;21 Ha3pa Temu roAVH
JCHHAa 3a04YHa
Tema 1
1 Phonetics. Sounds absent in Ukrainian. Rhythmic characteristics. 1 0,5
Word order. Text: Defining public administration
Tema 2
2 | Modal verbs. Irregular verbs. Text: Historical overview of public 3 0,5
administration.
Tema 3
3 | Simple (indefinite) tenses: formation, usage. Text: Public 3 0,5
administration activities
Tema 4
4 | Continuous (progressive) tenses: formation, usage. Text: Business 3 0,5
management and public administration
Tema 5
5 | Perfect tenses: formation, usage. Text: Public administration as an 3 1
academic discipline
Tema 6
6 | Phrasal verbs. Text: Managerial, political, and legal approaches to 3 0,5
public administration




Tema 7-8

7 | Sequence of tenses. Indirect speech. Text: Some theoretical aspects 5 0,5
of public administration

8 Tema 9 3 1
Conditionals. Text: The environment of public administration

9 Tema 10 3 1
Conditionals (Continued). Text: Civil service systems

Bcboro 10 5

IInanu JekuiiHuX 3aHATH

Tema 1. Phonetics. Sounds absent in Ukrainian. Rhythmic characteristics. Word order.
Clauses (affirmative, negative, questions).

DEFINING PUBLIC ADMINISTRATION

When people think about government, they think of elected officials. The attentive public
knows these officials who live in the spotlight but not the public administrators who make
governing possible; it generally gives them little thought unless it is to criticize “government
bureaucrats.”

Yet we are in contact with public administration almost from the moment of birth, when
registration requirements are met, and our earthly remains cannot be disposed of without final
administrative certification. Our experiences with public administrators have become so extensive
that our society may be labeled the “administered society”.

Various institutions are involved in public administration.

Much of the policy-making activities of public administration is done by large, specialized
governmental agencies (micro-administration). Some of them are mostly involved with policy
formulation, for example, the Parliament or Congress.

But to implement their decisions public administration also requires numerous profit and
nonprofit agencies, banks and hospitals, district and city governments (macro-administration).

Thus, public administration may be defined as a complex political process involving the
authoritative implementation of legitimated policy choices.

Public administration is not as showy as other kinds of politics. Much of its work is quiet,
small scale, and specialized. Part of the administrative process is even kept secret. The anonymity
of much public administration raises fears that government policies are made by people who are not
accountable to citizens. Many fear that these so-called faceless bureaucrats subvert the intensions of
elected officials. Others see administrators as mere cogs in the machinery of government.

But whether in the negative or positive sense, public administration is policy making. And
whether close to the centers of power or at the street level in local agencies, public administrators
are policy makers. They are the translators and tailors of government. If the elected officials are
visible to the public, public administrators are the anonymous specialists. But without their
knowledge, diligence, and creativity, government would be ineffective and inefficient.

Tema 2. Modal verbs. Irregular verbs.

HISTORICAL OVERVIEW OF PUBLIC ADMINISTRATION

Large-scale administrative organization has existed from early times. The ancient empires of
Egypt, Persia, Greece, Rome, China, and later the Holy Roman Empire as well as recent colonial
empires of Britain, Spain, Russia, Portugal, and France — they all organized and maintained political
rule over wide areas and large populations by the use of quite a sophisticated administrative
apparatus and more or less skilled administrative functionaries.

The personal nature of that rule was very great. Everything depended on the emperor. The
emperor in turn had to rely on the personal loyalty of his subordinates, who maintained themselves
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by the personal support from their underlings, down to rank-and file personnel on the fringes of the
empire. The emperor carried an enormous work load reading or listening to petitions, policy
arguments, judicial claims, appeals for favors, and the like in an attempt to keep the vast imperial
machine functioning. It was a system of favoritism and patronage.

In a system based on personal preferment, a change of emperor disrupted the entire
arrangements of government. Those who had been in favor might now be out of favor. Weak rulers
followed strong rulers, foolish monarchs succeeded wise monarchs — but all were dependent on the
army, which supplied the continuity that enabled the empire to endure so long. In the absence of
institutional, bureaucratic procedures, government moved from stability to near anarchy and back
again.

Modern administrative system is based on objective norms (such as laws, rules and
regulations) rather than on favoritism It is a system of offices rather than officers. Loyalty is owed
first of all to the state and the administrative organization. Members of the bureaucracy, or large,
formal, complex organizations that appeared in the recent times, are chosen for their qualification
rather than for their personal connections with powerful persons. When vacancies occur by death,
resignation, or for other reasons, new qualified persons are selected according to clearly defined
rules. Bureaucracy does not die when its members die.

Tema 3. Present (indefinite) tenses: formation, usage.

PUBLIC ADMINISTRATION ACTIVITIES

Public administration is difficult to define, though we all have a sense of what it is.

In part, this is because public administration covers a vast amount of activity. Public
administration jobs range from the exploration of outer space to sweeping the streets. Some public
administrators are highly educated professionals; others possess few skills that differentiate them
from the mass of the citizenry. Some public administrators make policies that have a nationwide
impact and may benefit millions of people; others have virtually no responsibility for policy-
making and simply carry out the mundane governmental tasks of filing and record-keeping. Public
administrators are doctors, lawyers, scientists, engineers, accountants, personnel officers, managers,
clerks, manual laborers and individuals engaged in many other occupations and functions. But
knowing what public administrators do does not resolve the problem of defining what public
administration is.

One can find a wide variety of helpful definitions of public administration. They usually state
that public administration involves activity, is concerned with politics and policy-making, tends to
be concentrated in the executive branch of government, and is concerned with implementing the
law.

One more specific definition of it is that public administration is the use of managerial,
political, and legal theories and processes to fulfill legislative, executive, and judicial governmental
mandates for the provision of regulatory and service functions for the society as a whole or for
some segments of it.

Tema 4. Continuous (progressive) tenses: formation, usage.

BUSINESS MANAGEMENT AND PUBLIC ADMINISTRATION

In the studies of the 1880s and later scholars have collected an impressive body of data how
best to carry out and manage routine operations to gain productivity in industry. Principles of
scientific business management were worked out and people were trained to follow them.

Later successful business was seen as the model for the proper management of government,
and the field of public administration was seen as a field of business, because management of all
organizations in both the fields involves planning the activities and establishing goals; organizing
work activities; staffing and training; directing or decision-making; coordinating to assure that the
various work activities come together; reporting the status of work and problems to both



supervisors and subordinates; and budgeting to assure that work activities correspond to fiscal
planning, accounting, and control.

Some scholars argued that administration is a more general term and a more generic process
than management. Administration takes place at factories, schools, hospitals, prisons, insurance
companies, or welfare agencies, whether these organizations were private or public. Accordingly,
they started speaking about business and public administration.

There is an obvious difference between administration of business, or private organization,
and administration of public organizations. Thus, the word public in ‘public administration’ is
meaningful, and the study of public affairs will have to take into account not only management
subjects common to both public and private sectors, but also the special environment in which the
public servant has to live, an environment constituted of the mix of administration, policy making,
and politics. And then, public organizations are more dependent on government allocations, more
constrained by law, more exposed to political influences, and more difficult to evaluate than
business organizations. These differences suggest caution in applying business management
techniques to government agencies.

Tema 5. Perfect tenses: formation, usage.

PUBLIC ADMINISTRATION AS AN ACADEMIC DISCIPLINE

Originally the discipline of public administration was not strong on theory. Early public
administration was marked by a concern for applying the principles of business management to a
higher level of business — public affairs. The method of case study was borrowed from business
schools and applied to public administration. It was a prescriptive method and it told the student
what he “ought to do” and what he “should not do” in specific situations of managing of public
agencies. But by and by public administration developed a theory and a method of investigation of
its own.

In the 1950s it began to borrow heavily from sociology, political science, psychology, and
social psychology that led to the formation of organization theory that helps to understand the
nature of human organizations.

Then, the 1950s and 1960s witnessed a dramatic upsurge of professional and academic
participation in comparative administration studies. Comparative administration was focused on the
developing nations and the analysis of “transitional societies”. Considerable attention was paid to
studies of particular areas of the world. There were detailed case-by-case examinations of
administrative situations in both the developing countries and the older, established bureaucracies
of the industrialized world. They developed elaborate and highly generalized models of
development administration and managed to explain many development situations.

Another situation that has drawn from the management science traditions is the emergence of
public policy analysis as a major branch of public administration studies. Writings on decision-
making took into account economic, political, psychological, historical, and even nonrational, or
irrational processes. The National Association of Schools of Public Affairs and Administration
(NASPAA) advocates public policy analysis as one of the subject areas that should be included in
any comprehensive program in administration.

An interesting development in American public administration in the late 1960s is known as
the New Public Administration which was a reaction against the value-free positivism that had
characterized much of American public administration thought since World War II. It reasserted the
importance of normative values, particularly social justice. The disclosures of the Watergate
scandals have reinforced these positions and stressed anew the importance of integrity, openness,
and accountability in the conduct of public affairs. This concern for the needs of human beings in
the modern world can be seen in the growth of consumer and environmental protection functions
domestically, and pressure for human rights around the world.



The politics of public administration becomes increasingly interesting. Citizens, students, and
scholars all round the world have come to understand the enormous impact of public administration
on all of us, which is an important reason for the renaissance of their interest in public
administration.

Tema 6. Phrasal verbs.

MANAGERIAL, POLITICAL, AND LEGAL APPROACHES TO PUBLIC
ADMINISTRATION

Public administration involves a number of complex concerns and functions. It is not
surprising, therefore, that as an academic discipline or theory, public administration lacks
coherence.

Some of scholars viewed it as a managerial endeavor, similar to practices in the private
sector. Others emphasized its political aspects. Still others viewed it as a distinctively legal
discipline, noting the importance of constitutions and regulations in public administration.

Those who defined public administration in managerial terms, viewed public administration
essentially the same as big business and accordingly ought to be run according to the same
managerial principles. They promoted the bureaucratic organizational structure of public
administration. Bureaucracy requires a highly specialized division of labor which enables each
worker to become an expert at what he or she does. Then, specialization requires coordination and
hierarchy, that creates a chain of authority to manage and coordinate the work. Data were gathered
and statistically analyzed. The selection of public servants was recommended to be based according
to their efficiency and performance. They believed that public employees should be prohibited from
taking an active part in politics as “administrative questions are not political questions”, and to
become businesslike they had to be come nonpolitical. Law was deemphasized: as Leonard White
(1923) stressed, “the study of administration should start from the base of management rather than
the foundation of law”. In making decisions public administrators were to choose most cost-
effective.

The managerial approach tends to minimize the distinction between public and private
administration.

Public administration differs from private administration in many significant ways, such as:

1. Separation of powers, that is their division into chief executives, legislature, and courts,
helps to avoid different political pressures and to save people from autocracy. At the same time it
may frustrate coordination between them that often creates a very complex environment for
contemporary public administration. This situation is not observed in the private sector.

2. Constitutional concerns frequently run counter the values of private management.

3. The profit motive is not central to the public sector. The governmental obligation to
promote the public interest distinguishes public administration from private administration and
management.

4. Public agencies do not face free, competitive markets in which their services done. This
remoteness makes it difficult to evaluate the efficiency of public administrators. If government
agencies produce a product that is not sold freely in open markets, then it is hard to determine what
the product is worth.

5. The actions of public administrators have the force of law while the private sector must
turn the public sector’s courts and police power for the enforcement of contracts.

Public administration viewed as a problem in political theory placed a different set of values:
representativeness, political responsiveness, and accountability of elected officials to the citizens.
They stress political pluralism within public administration. Public administration is to reflect
public choice, which may or may not coincide with generalizations that are scientifically derived.
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The legal approach emphasizes the rule of law and views public administration as applying
and enforcing the law in concrete circumstances to protect an individual from malicious, arbitrary,
erroneous, or unconstitutional deprivation of life or administrative action.

In contemporary public administration the elements of all the three approaches can be found.

Tema 7-8. Sequence of tenses. Indirect speech.

SOME THEORETICAL ASPECTS OF PUBLIC ADMINISTRATION

Though there are different approaches to the field of public administration, this
interdisciplinary subject nowadays has a quite strong theory that tries to take into account not only
management subjects, but also the mix of administration, policy making, and politics.

Let us consider some issues of this theory and start with organization theory common to both
public and private sectors.

The basic aspects of organization theory

The terms public and private convey very different connotations to the general public. Public
organizations are commonly pictured as large mazes that employ bureaucrats to create red tape;
private organizations, on the other hand, are viewed to be run by hard-nosed managers who worry
about profit and consumers. Public organizations are pictured as wasteful; private organizations are
often presented as efficient. Yet these perceptions of their differences do not withstand careful
scrutiny. Both types of organizations have much in common.

Organization as bureaucracy

Whether in business or government organizations, a dominant form of any administration is
bureaucracy. Bureaucracies are generally defined as organizations that (1) are large, (2) hierarchical
in structure with each employee accountable to the top executive through a chain of command, (3)
provide each employee with a clearly defined role and area of responsibility, (4) base their decisions
on impersonal rules, and (5) hire and promote employees taking into account their skills and
training related to specific jobs. Bureaucracy has promise but it may also create problems and
abuses of power, especially in the absence of effective coordination.

Organization as a dynamic change

Then, both public and private organizations have a dilemma — the need for both stability and
change. All organizations resist change as organizational change is often painful and destructive.
Despite the need for new ideas, new approaches, and new types of employees, stability need usually
dominates in organizations. And the forces of stability are stronger in public organizations. These
institutions are generally insulated from survival concerns by legal mandates. Few of them declare
bankruptcy despite serious doubts about their efficiency.

Organization as human relations

Both organizations, especially public organizations, are crowded with individuals.

Individuals bring to organizations a complex mix of needs (both fundamental needs, as food,
shelter, health care, and future security which are bought with money earned through work, and our
highest spiritual needs to belong to a social group and to contribute to it, the need of self-
actualization, esteem and recognition). To attract and keep people and to encourage dependable and
innovative performance, organizations must take into account individual needs and motivation and
satisfy them.

Organizations should also make a system of various rewards that are powerful incentives for
above-average performance. Pay, promotions, recognition, and others rewards are distributed by
managerial staff. Social rewards like friendship, conversation, impact, satisfaction received from
meaningful work appear in the process of work itself.

The social rewards of some jobs are more obvious than others. Jobs with greater variety,
responsibility, and challenge are inherently more rewarding while routine can generate lack of
interest and boredom, and managers should take it into account.

Organization as a structure of subgroups
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Most work in organizations depends on ensemble rather than solo effort, and is a mix of
collaboration and interdependence.

There are two basic groups in organizations: formal and informal.

Formal groups (departments, committees) are identified and selected by organizational
leaders, and their major characteristics are organizational legitimacy and task orientation.

Informal groups (sport groups, common lunch hours, etc.) are not created by management but
evolve out of the rich social environment. Though people in these groups get together to share
common interests, not to work, their activities in them (supporting friends, trading rumors, and so
on) have profound effects on work and are as important as formal assignments.

Organization as a cultural product

Organizations have not only tangible dimensions such as an office building, an organizational
chart, products and services, specific individuals and groups. Organizations are cultural and
meaning systems as well as places for work.

The concept of culture is difficult to define. But when comparing organizations in different
countries, their cultural differences are extremely vivid and important. Despite similar work and
procedures, police departments, for example, in India, Germany and Japan differ greatly. Offering a
small gift to a policeman may be considered corruption in one nation and a sign of respect in
another.

Organizations are also meaning systems as they provide meaning to our lives. Feelings and
emotions as well as purpose are very important to work life of an organization. The despair of the
unemployed goes deeper than financial worries; many feel lost, without significance.

Both culture and emotions influence structure, effectiveness, and change in organizations.
Organizations are not only places of production; they are also sites rich with symbols and
bureaucrats and executives act as tribal leaders: they tell stories, repeat myths, and stage rites and
ceremonials. The symbolic and cultural dimensions of organizations are increasingly viewed as
essential to understanding individual organizations and their role in society.

Tema 9. Conditionals.

THE ENVIRONMENT OF PUBLIC ADMINISTRATION

When many people think of public administration as an activity, they visualize large offices
crammed with rows of faceless bureaucrats sitting at desks and producing an endless stream of
paperwork. But this view captures only few of the important things that professional civil servants
actually do.

Public administration also has many more participants, such as the executive, the legislature,
the courts, and organized groups, which are involved in the formulation and implementation of
public policy. And if a public administrator focuses the attention on only some of them then others
may become neglected and that may lead to the jeopardy of the entire program.

Summing up what has been said, it is important to underline that the theory of public
administration is very diverse, is rapidly developing and depends much on what we know about
why humans behave as they do when they interact with each other.

Tema 10. Conditionals (Continued).

CIVIL SERVICE SYSTEMS

Civil service organizations exhibit different organizing principles. The four widely accepted
principles are:

The intricacies of administrative work require expert knowledge and the organization of a
special workforce.

The civil service is now recognized as a profession all over the world, even in countries that
previously did not differentiate politics and administration from other kinds of work.

Entry into the civil service and subsequent promotions should be based on merit and fitness
alone.

12



While the merit principle is accepted universally, issues often arise about the definition of
merit. Many countries hold competitive examinations for recruitment to the managerial posts, but
how far these examinations and tests can measure future potential and qualities such as integrity,
commitment to duty and impartiality is debatable.

The civil service should provide a secure career on a lifetime basis.

In almost all countries, civil service systems provide a secure lifetime career. It is only in rare
cases that incoming governments have been known to dismiss officials. The reasons given were
usually corruption, unsatisfactory performance and abuse of authority, and the numbers involved
were extremely small in relation to the overall size of the civil service.

The civil service should strictly adhere to political neutrality.

Civil services usually continue to serve governments, irrespective of how the latter came into
power. There are few instances of officials disagreeing with government policies or resigning in
protest. In fact, the civil service has been generally ruler dominated and willing to serve all
governments, especially when their interests are not threatened. In rare instances where their
interests have been threatened, they have recouped their lost position through subsequent regimes.

(Abridged from Rethinking Public Administration: Overview: pp. 69-70)

6. Temu Ta 3MiCT ceMiHAPCbKUX/MIPAKTUYHUX 3aHATH

CeMiHapChKi/MPaKTHYHI  3aHATTS MalOTh Ha METi PO3BUTOK BOJIOAIHHS TpaMaTHYHO
NPaBUIHHOIO aHTIIIHCHKOI MOBOIO (YMTAaHHS, MUCAHHS, TOBOPIHHSA) Y BU3HAUEHUX MEKaX.

['oTyro4rCch 10 CEMIHAPCHKOTO 3aHATTS, 3400yBay BUINOI OCBITH MOBHHEH MOKJIAJATUCS Ha
3MICT JHMCHWIUTIHM, 3aCBOITM BIANOBITHUA 00CAT Marepially, BHUKOPHCTOBYIOYH METOIUYHI
Martepialii, peKOMEHI0BaHy, JIOBIIKOBY Ta HABUAJIbHY JIITEPATypy JI0 TEM CEMIHAPCHKHUX 3aHSITh.

Ne T Kin. roa.
3/ €MHU NIPAKTHYIHHUX 3aHATH (DopMa KOHTPOJII0 JleHHa/3209Ha
Tema 1 .
Phonetics. Sounds absent in Ukrainian. Rhythmic|OuiHioBan
1| characteristics. Word order. Text: Defining public |Pe3ybTatiB pobotus | 1/0,5
administration Tpynax
Tema 2 OmiHtoBaHHS
2 |Modal verbs. Irregular verbs. Text: Historical overview | pe3ynbraTiB poboTH B 3/0,5
of public administration. rpymnax
Tema 3 OLiHIOBaHHS
3 |Simple (indefinite) tenses: formation, usage. Text:|pe3yabTartiB poOOTH B 3/0.5
Public administration activities rpymnax
Tema 4 O1iHIOBaHHS

4 | Continuous (progressive) tenses: formation, usage.|pe3ymnbraTiB poboTH B 5/0,5
Text: Business management and public administration |rpymnax

Tema 5 O1iHIOBaHHS

5 |Perfect tenses: formation, usage. Text: Public/pe3ynbraTiB poboTr B 5/1
administration as an academic discipline rpymnax
Tema 6 O1iHIOBaHHS

6 |Phrasal verbs. Text: Managerial, political, and legal | pe3ynbsTariB po6oTH B 2/0,5
approaches to public administration rpymnax

7. Tema 7-8 O1iHIOBaHHA

8 Sequence of tenses. Indirect speech. Text: Some|pe3ynbrariB poOOTH B 5/0,5
theoretical aspects of public administration rpymnax
Tema 9 O1iHIOBaHHS

9 |Conditionals. Text: The environment of public|pe3ynbraTiB po6oTu B 3/1
administration rpymnax
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Tema 10 O1iHIOBaHHS
10 | Conditionals (Continued). Text: Civil service systems | pe3ysibTariB poOOTH B 3/1
rpynax
Bcboro 30
7. Camocriiina podora
Ne Ha3pa Temu Kiux. roa.
JeHHa/3a04YHAa

1 | Public administration personnel: role-types, role conflicts, role overloads 5/8

2 |Classification, cadres and grades 10/20
3 | Meeting personnel needs 10/20
4 | Personnel selection 15/20
5 |Promotion of public administration personnel 15/20
6 |Incompetence as promotion mistakes, or the peter principle 15/20
7 | Elements and models of a decision-making process 20/20
8 | Administrative decision-making 15/20
9 |Leadership 15/20
10 | The relation between policy, administration, and leadership 5/20
11 |Gorbachev’s leadership 10/20
12 |Organizational culture 10/20
13 |Management 15/20
14 | Motivation 15/20

Pazom 168/120

3aBaaHHA 1JIs1 CAMOCTIHHOI pO0OTH CTYIeHTIB

3aBaHHs Ul cCaMOCTiIMHOT poOOTH CTYy/EHTIB NofaHl y JloaaTky.

1)
2)
3)
4)
5)
6)
7)
8)
9)

IIuTaHHS MOTOYHOT0 KOHTPOJIO
3 HABYAJIBLHOI JUCHHILIIHN «AHIJIiliCBKa MOBa» »
Present continuous (I am doing)
Present simple (I do)
Past simple (I did)
Past continuous (I was doing)
Present perfect (I have done)
Present perfect continuous (I have been doing)
Past perfect (I had done)
Past perfect continuous (I had been doing)
Have and have got

10) Used to (do)

11) Present tenses (I am doing/I do) for the future
12) (I'm) going to (do)

13) Can, could and (be) able to

14) Could (do) and could have (done)

15) Must and have to

16) Must mustn't needn't

17) Passive

18) Reported speech (He said that ...

19) Questions
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20) Question tags (do you? isn't it? etc.)

21) Be/get used to something (I'm used to ...

22) See somebody do and see somebody doing
23) Countable and uncountable nouns

24) Singular and plural

25) There ... and it ...

26) Some and any

27) No/none/any

28) Much, many, little, few, a lot, plenty

29) Both/both of neither/neither of either/either of
30) All, every and whole

31) Each and every

32) So and such

33) Comparison -cheaper, more expensive etc.

34) Comparison -as ... as than

35) Superlatives-the longest/the most enjoyable etc.
36) Word order -verb + object; place and time

37) Word order -adverbs with the verb

38) Although/though/even though In spite of despite
39) In case

40) By and until By the time ...

41) At/on/in (time)

42) Phrasal verbs (get up/break down/fill in etc.)

MetoauuHi pekomMenaamii ajs camoctiiinoi podotu cryaentis (CPC)

OcoOnMBICTIO BUBYEHHSI IHO3€MHOT MOBU Ha 3a04YHOMY BIJUIUIEHHI € T€, 110 OUIbIIa YacTHHA
MOBHOTO MaTepialy Mae BUBUaTHcs caMmocTiiHo. [lociiioBHa poboTa Haj MaTepiajaoM - 3arnopyka
ycmixy. 3BepTalTecss 10 TpaMaTHYHOTO MOBITHUKA, SKIIO BaM HE3PO3YMUIMH TOW UM IHIIWN
marepian. HaBuanpHuii Matepian TpeOa 3acBOIOBAaTH HE MEXaHIYHO, a CBIJJOMO, INPAKTHYHO
OBOJIO/IBAIOYM KOKHUM IPABHJIOM T'pPaMaTUKH, BAMOBH, YATAHHSI.

IIpaBuiia yuTaHHs

[lepmr 3a Bce HEOOXiZHO HABUMTHCS MPABWIBHO BUMOBISITH Ta YWTATH CIOBAa 1 PEYCHHS.
OnanyiiTe npaBuiIa BUMOBIIEHHS OyKB Ta OYKBOCIIOIY4€Hb, a TAKOX MpaBHJia Harojocy y ClIoBax
Ta peueHHsX. BUBUITh NMpaBuiia YynTaHHS HarojoueHux. PagumMo nocTiiiHO ciiyxaTu pajio, 3aIlucH,
TEJIEPOTrpaMy aHTJIiHCHKOI0 MOBOIO, 1110 JIOTIOMOYE BaM Kpallle OBOJIO/IITH HABUUKaMH MPaBUIIbHOL
MOBH.

Jist Toro, o6 po3yMiTH TEKCTH aHTITIHCHKOI0 MOBOIO, TpeOa OBOJIOITH HOBHM 3alacoM CITiB
Ta BHpa3iB. g IbOTO PEKOMEHIYEThCS PETYJSIPHO YHTATH AHTITIHCHKOI0 MOBOIO HaBYaJbHI
TEKCTH, Ta3eTu Ta JiTeparypy 3 ¢axy. oOpe 3aBuiTh andasiT: Ii¢ MOJETMIUTH MOIIYK CIIB y
CIOBHUKY. TpeHyiTe CBOIO MaM'aTh Ha 3aCBOEHHS HOBUX CJiB. HOBI clioBa Ta BUpasw 3amucyiTe B
30MIMT YM HAa OKpeMHUX KapTkax. JlOIIbHO Ha Taki KapTKH 3aHOCUTH 1o 5-10 ciiB um BUpa3ib.
3BepTaiiTecs 10 WX KapTOK SKOMOTa YacTille, TOKH HE 3amaM'ITaeTe X 3MICT.

Sk npauoBaTH HaJ TEKCTOM

VY 3B'SI3Ky 3 TUM, IO METOI0 3a04HOI (OpMU HaBYaHHS € (OPMYBaHHS BMIHHS OTpUMATH
KOpucHY ais ¢axiBus iHQoOpMalio Ha i1HO3eMHIH MOBI, 0COOJIMBY yBary Tpeba NPUAUTUTH
YUTaHHIO TeKCTiB. POO0Ta Ha/ TEKCTOM Mae 31HCHIOBATUCH Y TaKii MOCIIJOBHOCTI:

* YBa)XHO MPOYUTANTE TEKCT, HAMAraloulch 3p03yMITH HOTO 3araJibHUi 3MICT;

* Bunumrite coBa y CIOBHHKOBHH 30IIUT, BUBUITh iX. UNTaHHS KOXKHOTO CIIOBA MEPEBIpTE 3a
TPAHCKPHIILIEIO, KA JA€ThCS Yy CIOBHHUKY. SIKIIO CIIOBO YUTAETHCS HE 3a MPaBUJIAMH, 3aIMIIITH
roro Ttpanckpumniito. [lopsn 3amuimiiTh piAHO MOBOIO 3HAYEHHS 1HO3EMHOTO CJIOBA, SIKE
HANOIIBIIE M IXOUTH 10 TAHOTO KOHTEKCTY;
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* [IpounTaiiTe TEKCT e pa3, HAMAralOYMCh CXOMUTH HE TUIBKU HOTO 3aralbHUM 3MICT, a i
JIeTAal;

* OmpartroiTe KOXKHE PEUYCHHS TEKCTY, 00 3p03yMiTH HOTO 3MICT.

Crucii pekoMeHaartii

1. IlpakTuKyBaTHCS KOXXHOTO THS (xoua O mo miBroauwHu). B imeami mae copmyBaTHCS
noTpeda y 3aHATTAX (KOJM BiA9YBa€THCA TUCKOMQOPT, AKIIO X0 TPOXH HE MO3aiMaBCs).

2. He Gositucs ToBcTUX clOBHUKIB. [lam’siTaTy, 110 /Ui 3p03yMiIOrO CIIJIKYBaHHS JOCTATHBO
que 1,5 — 2,0 Tuc ciis.

3. IlocTiifHO TpeHyBaTH ByXa (CIyXaTHd MOBY, HaBiTh KOJIHM HIYOTO HE PO3yMi€Te).

4. Hamararucs mnepekiagaTd Bce, IO ,,3yCTpiYaeThCs Ha NUIAXy . Po3BuBaTH BMiHHS
BUILUTYTYBaTHCS, KOJHM TPAIUIIIOTbCA HEBiOMI cioBa. TpeHyBaTH NepeKsafanbKy 3/10TajIuBICTh,
BHHAX1JIMBICTh, KMITJIIMBICTb.

5. Po3BuBaTH nepekiiaganbKy mikaBicTh (,,L{ikaBo, a sk 1e Oyae aHTIiiCchKo0?”)

8. MeToau HaBYaHHA

Jucuuiutina mependavyae HaBYAHHS i3 3aCTOCYBaAaHHSIM HACTYMHUX METOMIB: METOJ
HAYKOBOT'O Mi3HAHHS, METOJ] KPUTHYHOTO aHali3y, METOJU OLIHKH 1 CHHTE3y KOMIUIEKCHUX 17ei,
IHTepaKkTUBHI MeToau (poOoTa B mapax Ta MalMX Tpylax), AUCTaHIiiHI MeTomu (Online-cepsicu),
MyJIbTUMENIMHUI MeTo[ (Mpe3eHTallisl), JiaJoroBl METOAM, HeiMmiTaliiiHi metoau (mpobieMHa
(muckyciiiHa) JEKIlisl, CUTyaliidHI (JIUCKYCIHHO-TOCTITHUIBKI) TPAaKTH4YHI 3aBJaHHS, JIHUCKYCIs,
CUTyalliliHI BOpaBH), iMiTamliiHi MeToau ((OopMyBaHHS CHCTEMHOTO MIAXOAY M0 BUPIIICHHS
HAyKOBHX IMPOOJIeM, BUIUICHHS BapiaHTIB TilOTe3 PO3B’s3aHHS MPOOJIeM, HAIaroHKCHHS JTIJTOBHX
Ta 0COOMCTHUX KOHTAKTIB).

Jlekuii 3a0e3nedyroTh 3700yBaviB BUIIOI OCBITH TEOPETUYHUMH 3HAHHSAMH y BH3HAUYCHOMY
o0cs3i.

Ha npakTHYHUX 3aHATTAX QOPMYIOTHCSI MOBJICHHEBI HABHUYKH.

CamocriiiHe HaBYaHHSl DPEATI3YETbCS TAKOXK Yy MIATOTOBII OO0 NPAKTUYHUX 3aHATH, Y
BUKOHAHHI 1HIMBIyaJlbHUX TBOPYUX 3aBJlaHb, y poOOTI 3 MIATOTOBKH MYJIBTUMEIINHUX
Mpe3eHTallii, 1o OyAyTh IpoaHaIi30BaHi, 0OTOBOPEHI Ta OI[IHEH] B aKaJIeMIYHUX TpyrMax.

[lim yac mATOTOBKM 10 3aHATh 3/100yBaudl BHUIOI OCBITH PO3BUBATHMYTH HABUYKU
CaMOCTIMHOTO HaBYaHHS, KpUTUYHOT'O aHaJi3y HAayKOBOI JIITEpaTypH Ta MaTepiaiiB iH(popMaliifHux
peCcypcCiB, CHHTE3y Ta aHAIITHYHOTO MUCJICHHS.

9. MeToM KOHTPOJTIO

IToTOoYHMI KOHTPOJIb, SKUHM 3A1MCHIOETbCA Y (DOopMi (POHTAIBHOIO, 1HAMBIAYAIbHOIO YU
KOMOIHOBAaHOTO KOHTPOJIFO 3HaHb 3100yBaudiB BHINOi CBITH IMiJ] 4Yac MEPEBIPKU aKTHUBHOCTI
NPOTSITOM ayJUTOPHUX 3aHATH (YCHE YW MUCHMOBE ONMUTYBAHHS), BUKOHAHHS TEOPETHYHUX Ta
MPAKTUYHUX 3aBIaHb, TECTYBAaHHS, IHTEPAKTUBHOI O€CIIU, CUTYAIITHUX 3aBJaHb, 1HIWBITyaTbHUX
TBOPYHX NMPAKTHYHUX 3aBIaHb.

[TincyMKOBHH KOHTPOJIb — 3aJTIK.

Po3nonin 6aniB, siKi OTPUMYIOTH 3100yBayi BUIOI OCBITH

[ToTouynmit KOHTPOJB Ta camMocCTiiiHa poboTa ITII3 Bceworo
1/ITII3 2
Tewma 1 Tema 2 Tewma 3 Tema 4
10 10 10 10 30/30 100

16



IIIkana oninloBanHa: HanioHaJdbHa Ta ECTS

Cywma GauniB 3a Bci O1iHK O1riHKa 3a HALIOHAJILHOIO MIKAJIOKO
BUJIM HABYAJIbHOT a JUTSL €K3aMEHY, KypCOBOTO .
JISUTBHOCTI ECTS POEKTY (poOOTH), TPAKTUKU JUDL 3AITIRY
90 - 100 A BIJMIHHO
82-89 B
75-81 C Aobpe 3apaxoBaHO
64-74 D .
60-63 E 3aJI0BLIHHO

. . HE 3apaxoBaHO 3
HE3aJOBUJIbHO 3 MOXKJIMBICTIO

35-59 FX MO>KJIMBICTIO TOBTOPHOTO
MTOBTOPHOTO CKJIa/IaHHS
CKJIaJJaHHS
HE3aJIOBUTHHO 3 000B’ I3KOBUM HE 3apaxoBaHoO 3
0-34 F MMOBTOPHUM BUBYEHHSIM 000B’I3KOBHM MTOBTOPHUM
JUCHUILIIHA BUBYECHHAM JUCLHUILIIHA

No ok w

oukrwdE

10. PexomenoBaHna Jiitepatrypa
OcHoBHa

. Kamyk M. I'., 3anoriuna P. A. English Course for Law Enforcement Professionals. Part 111

(Kypc npodeciitnoi anrnilicbkoi MoBH 175 mpaBooxopoHiiB. Yactuna III) : HaBuanpHui
nociOHuK. JIbBIB : JIBBIBCHKHI epKaBHUI YHIBEPCUTET BHYTpIlIHIX cripas, 2023. 128 c.
https://dspace.lvduvs.edu.ua/bitstream/1234567890/5541/1/English-Course%20Part-111.pdf
boiiko Oumecst, ['omoBau Tetsina English for Specific Purposes: Management in Use. (Anrmiliceka
JUTSL CTIeliaibHUX IiIei: MeHeKMEHT y pakTHili): HaBy. nociouuk. JIeBiB: JIbB/[YBC, 2022.
164 c. boiiko O.--I'onosau T.---Management_In_Use---sepctka.pdf (Ivduvs.edu.ua)
Eastwood, John. (1999). Oxford Practice Grammar. Oxford University Press.

Leech Geoffrey. (2001). An A-Z of English Grammar and Usage. England.

Macmillan English Dictionary for Advanced Learners. (2002).

Murphy, Raymond. English Grammar in Use. - Cambridge University Press.

Swan, Michael. (2003). Practical English Usage. Oxford University Press.

JlomaTkoBa
I'oBopumo anrmiicekoro. 40 posmoBHux TeM. Kuis, "JIu6igs", 1997.
Topkyn M.T.. (1986). YueOuuk anrmuiickoro si3bika. Kues, «Buina mkosay.
[TerpoBa A.B. (2004). CamoyuuTeb aHTIIMICKOTO si3biKa. Kues.
Haywmenko JLIT. (2004). Business English Course. Kues.
Herasymchuk, Les. (2003). New Dictionary of Everyday Economy. Kyiv.
https://dspace.lvduvs.edu.ua/handle/1234567890/387
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https://dspace.lvduvs.edu.ua/bitstream/1234567890/5541/1/English-Course%20Part-III.pdf
https://dspace.lvduvs.edu.ua/bitstream/1234567890/4384/1/%d0%91%d0%be%d0%b9%d0%ba%d0%be%20%d0%9e.--%d0%93%d0%be%d0%bb%d0%be%d0%b2%d0%b0%d1%87%20%d0%a2.---Management_In_Use---%d0%b2%d0%b5%d1%80%d1%81%d1%82%d0%ba%d0%b0.pdf
https://dspace.lvduvs.edu.ua/handle/1234567890/387

JTOJATOK

PUBLIC ADMINISTRATION PERSONNEL:
ROLE-TYPES, ROLE CONFLICTS, ROLE OVERLOADS

Large organizations employ many individuals. Charismatic leaders, caring supervisors,
innovative program directors, and numerous street-level employees lend individuality to the
collective and character to the whole organization. One should also remember that higher moral and
ethical standards are expected of public employees than of private employees, and that public
managers work within very strict limits of legislation, executive orders, and regulations surrounding
government. But unique contributions of individuals do not obscure their general patterns of
behavior, or roles.

A role is a predictable set of expectations and behaviors associated with an office or position.
Like an actor assigned a part, cabinet secretaries, police officers, and policy analysts step into roles
that are already largely defined.

A person usually performs several roles and it may become a source of stress and overload.
Role overload is more than just too much work, or overwork. Role overload exists when the
demands of various roles overwhelm an individual’s ability to balance expectations, when the
demands of one role make it difficult to fulfill the demands of others. The lawyer who must cancel
an appointment to care for a sick child or the professor who neglects his students to fulfill
administrative obligations is experiencing a role conflict.

Viewing organization as a system of roles helps to identify rights and obligations of each
employee. Roles provide the consistency that holds an organization together. An organization that
falls apart when individuals leave has not built an adequate structure of roles.

Although public organizations contain many specific roles, five role-types — the political
executive, desktop administrator, professional, street-level bureaucrat, and policy entrepreneur — are
the most common.

Political executives

Political executives (the secretary of a State Department, the city manager, or the county
administrator) occupy the top of public organizations. Although their jobs and responsibilities are
different, they all perform the functions of a political aide, policy maker, and top administrator.

In most cases, political executives are political appointees — elected officials give them their
jobs. That is why, their position, their tenure, and their influence while in office derive from the
authority of elected officials. The official who wins the election most commonly appoints loyal
supporters. They are advisors for selected officials.

Elected officials cannot do everything. They can do little more than point the general
direction and scrutinize the final result. That is why political executives appointed by them are also
policy makers. The political executive initiates, shapes, promotes, and oversees policy changes.
They may also have responsibility for major decisions. The ultimate authority, however, rests with
the elected official.

Political executives are also top-level administrators. It is a difficult role. Public executives
are legally responsible for implementing policy They must cut through the red tape, resistance of
change, intra-organizational conflict to assure that the public is served well. Those political
executives who fail to reach down and get the support and enthusiasm of their agency personnel
will effect little change in policy. But if they completely disregard the preferences, knowledge, and
experience of their agencies, stalemate ensues. If they uncritically adopt the views of their elected
officials or their agencies, they may lose influence with elected officials.

Desktop administrators

Desktop administrators are career civil servants down the hierarchy a few steps from political
executives. They are middle managers and closely fit the general description of a bureaucrat.
Whether a social worker supervisor or the director of a major government program, the desktop
administrator spends days filled with memoranda and meetings.
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The desktop administrators are torn between the promises and practicality of governing. Desk
administrators guide policy intentions into policy actions that actually change, for better or worse,
people’s life.

If there is, for example, a public and political consensus that the government should assist
poor blind people, the definition worked out by a desktop administrator to answer the question who
is poor and who is blind, has a dramatic influence to the nature of the program.

Desktop administrators differ fundamentally from political executives in that most of them are
career civil servants. After a short probation period, most earn job tenure, and usually are not fired.
Tenure insulates the civil service from direct political interference in the day-to-day working of
government. Job tenure protects civil servants from losing their jobs, but they may be reassigned to
less important jobs of equal rank if they lose favor with political executives.

Professionals

Professionals make up the third major role-type in public organizations. The original meaning
of the term profession was a ceremonial vow made when joining a religious community. This vow
followed years of training and some certification that the acquired knowledge and appropriate
norms of behavior justified an individual’s initiation.

Modern professionals receive standard specific training that ends with certification. They also
learn values and norms of behavior.

Increasingly the work of public organizations depends on professionals and more and more
professionals are involved in public administration. The work of professionals involves applying
their general knowledge to the specific case and requires considerable autonomy and flexibility.

An important difference between professional and non-professional work is who evaluates
performance. Nonprofessionals are evaluated by their immediate supervisors. Professionals assert
their independence from supervisors. Their work is evaluated by peer review of their colleagues and
that has flaws: fellow professionals are sometimes more willing to overlook the mistakes of
colleagues for different reasons.

Street-level bureaucrats

Street-level bureaucrats (social workers, police officers, public school teachers, public health
nurses, job and drug-counselors, etc.) are at the bottom or near the bottom of public organizations.

Their authority does not come from rank, since they are at the bottom of hierarchy, but from
the discretionary nature of their work. They deal with people and people are complex and
unpredictable, they are not the same and require individual attention. A common complaint about
public bureaucrats is that they treat everyone like a number; they ignore unique problems and
circumstances. But there are only general guidelines how to deal with people (an abusive parent, an
arrested, poor, old or sick person), and it is impossible to write better guidelines to make everyone
happy. Street-level administrator must use judgment to apply rules and laws to unique situations,
and judgment requires discretion.

Given limited resources, public organizations want fewer, not more clients, and this is an
important difference between public and private organizations, which attract more clients to earn
more profit. And dependence of clients on street-level bureaucrats often create conflicts.

Street-level bureaucrats work in situations that defy direct supervision. Even when
supervisors are nearby, much work with clients is done privately. Most paperwork and
computerized information systems attempt to control street-level bureaucrats, who in turn become
skilled in filling out forms to satisfy supervisors while maintaining their own autonomy.

Street-level bureaucrats are also policy-makers. They often decide what policies to
implement, their beliefs can affect their work with clients, they may interpret the policy to benefit
clients and vice versa, and thus they may change the policy while implementing it.

Policy entrepreneurs

The policy entrepreneur is generally considered to be the charismatic person at the top,
though they can exist at all levels of an organization. They are strongly committed to specific
programs and are strong managers. They are skilled in gathering support and guiding an idea into
reality. The role requires conceptual leadership, strategic planning, and political activism. This role
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is both necessary and dangerous. They take risks and push limits, which is necessary for a dynamic
government, but they also bend rules and sometimes lead policy astray.

CLASSIFICATION, CADRES AND GRADES

Almost all countries have some system of service classification. While the system may be
simple or elaborate, it is essential for organizing the civil service and establishing a salary plan.

Classification systems broadly follow two models. One may be described as a position
classification system, where the starting point is the position required and its duties, responsibilities
and qualifications. All comparable positions are graded at the same level with the emphasis on
equal pay for equal work. This system does not have a career structure for automatic upward
mobility, although people move to higher responsibility and higher-paying positions if they meet
the qualification requirements of the new assignments.

The second model is known as a rank system, where the emphasis is on a career structure and
personal status. The cadre comprises a series of posts that have certain functional features in
common (for example, civil administration, agriculture service, tax administration, customs, foreign
affairs, and police). The cadre is divided into several grades, with each grade assigned a salary.
Promotion to the next higher grade may depend on seniority alone or on the seniority-cum-merit
principle.

Among developing countries at present, the rank system is more prevalent than the position
classification system. But the two systems are not mutually exclusive.

(From Rethinking Public Administration: Overview: pp. 72)

PERSONNEL ADMINISTRATION: STAFFING AND TRAINING THE AGENCY

An important task in the management of any enterprise, private or public, is the recruiting,
selecting, promoting, and terminating of personnel and employee training.

Recruiting

Once jobs have been created, the recruitment starts, i.e. finding people to fill those jobs.

Public administration in the United States has come a long way from the time of Andrew
Jackson, when, in the popular view, government jobs could be performed by any individuals (or at
least any men) with normal intelligence. Under Jackson and his successors, frequent rotation on
office was encouraged; no particular prior training or experience was necessary for most jobs. Merit
systems were designed for the most part to keep out the grossly incompetent, not to attract the
highly qualified.

Gradually, the pattern changed. The government began attracting especially competent
applicants. Openings were more highly publicized, recruiting visits were made to college and
university campuses, and wages were made more nearly competitive with those in the private
sector. Active efforts were made to attract individuals who, in earlier times, would have been
excluded from public employment because of their ethnic or racial backgrounds or because they
were women.

Examining and selecting

Once applications have been received, the next step in the personnel process is examination.
The term examination does not refer only to a pencil-and-paper test.

Some judgments are made on the basis of an unassembled examination. That is, the
application form itself may require sufficient information to permit the assignment of a score based
on reported experience and education and on references.

Another possibility, especially important for jobs requiring particular skills, is performance
examination. Some jobs call for an oral examination, particularly those for which communication
skills are especially important.

One examination of special importance is the Professional and Administrative Career
Examination (PACE). PACE is intended to select candidates for federal government careers rather
than for particular jobs.
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The personnel agency (e.g. Civil Service Commission) considers the list with the names of the
individuals with the highest examination scores from which it chooses the new employee.
Considerable discretion is allowed in making the final choice.

Following selection, the new employee is likely to serve a probationary period, often six
months, during which removal is relatively easy. Personnel managers encourage supervisors to see
this as an extension of the testing procedure, but few employees are, in fact, dismissed during this
period.

Evaluation

The evaluation of employee performance is a further personnel function. Recently, the trend
has been to formalize rating schemes and to regularize feedback to employees. Where possible,
objective measures of the work completed are employed. In jobs where this is not possible,
supervisors are encouraged to judge performance as accurately as possible using impressionistic
techniques.

By supplying a continuing record of performance, such evaluation can protect employees
from capricious actions of a subjective supervisor.

Continuing education in the public service

Government is deeply involved with the further education and training of the employees. This
involvement may range from relatively simple, in-house training sessions — even on-the-job training
— to the financing of undergraduate or graduate education.

Many universities, in cooperation with government agencies, have developed special
programs for public employees, and the courses typically lasting for a week, may be conducted
either at a university campus or at an agency site.

The Federal Executive Institute in Charlottesville, Virginia, established in 1968, operated by
the Civil Service Commission, provides managerial training for high-level federal executives. The
commission also has regional training centers located throughout the country.

Public personnel are also often given leaves for a semester or a year by their agency to pursue
a degree at the doctoral level (the Doctor of Public Administration) or to fulfill a master’s program.

MEETING PERSONNEL NEEDS

The national educational system is the main source of recruitment for the civil service. Thus,
the quantity, quality and specialities of graduates become important variables for civil service and
personnel administration.

A serious problem which has become an issue nowadays especially in developing countries is
the emergence of a dual educational system. Some institutions catering to general education lack the
proper facilities and competent teaching staffs in adequate numbers. The other stream comprises
local elite institutions or education abroad. Many fields of study continue to be dominated by
foreign textbooks and methodologies. The result of the dual system is that graduates of local elite
institutions or educational facilities abroad have an edge in competitive examinations over the
graduates from indigenous institutions. Thus, the civil service comes to be dominated by graduates
of certain institutions, regions and social groups. This runs counter to the declared government
policies to make the civil service a representative institution.

PERSONNEL SELECTION

Personnel selection is the process used to hire (or, less commonly, promote) individuals.
Although the term can apply to all aspects of the process (recruitment, selection, hiring,
acculturation, etc.) the most common meaning focuses on the selection of workers.

The professional standards of industrial psychologists require that any selection system be
based on a job analysis to ensure that the selection criteria are job-related. The requirements for a
selection system are knowledge, skills, ability, and other characteristics, known as KSAQO's. U.S.
law also recognizes bona fide occupational qualifications (BFOQs), which are requirements for a
job which would be discriminatory were they not necessary -- such as only employing men as
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wardens of maximum-security male prisons, or enforcing a mandatory retirement age for airline
pilots, or a religious college only employing professors of its religion to teach its theology.

The goal of personnel selection, as all business processes, is to ensure an adequate return on
investment. In the case of selection, this entails assurances that the productivity of the new hires
produce more value than the costs of recruiting, selecting, and training them. Within industrial
psychology, the area of utility analysis specifically addresses this issue.

Several screening methods exist that may be used in personnel selection. Examples include
the use of minimum or desired qualifications, resume/application review, scored biodata
instruments, oral interviews, work performance measures (e.g., writing samples), and tests
(cognitive ability, personality, job knowledge). Development and implementation of such screening
methods is sometimes done by human resources departments; larger organizations hire consultants
or firms that specialize in developing personnel selection systems.

Selection into organizations has as ancient a history as organizations themselves. Chinese
civil servant exams, which were established in 605, may be the first documented, modern selection
tests. As a scientific and scholarly field, personnel selection owes much to psychometric theory and
the art of integrating selection systems falls to human resource professionals.

Much of the US research on selection is conducted by members of the Society for Industrial
and Organizational Psychology (SIOP). Primary research topics include:

« The practicality, reliability, validity, and utility of various forms of selection measures

« Methods for demonstrating return on investment for selection systems

« Assessing fairness and making selection systems as fair as possible

e Legal issues—such as disparate treatment and disparate impact—and overall compliance
with laws

« The generalizability of validity across different work contexts

« Alternative methods of demonstrating validity, such as synthetic validity

« The predictive validity of non-traditional measures, such as personality

PROMOTION OF PUBLIC ADMINISTRATION PERSONNEL

Like other human beings, civil servants should have opportunities to realize their full
potential. They should be able to attain higher positions commensurate with their capabilities and
demonstrated achievements.

Promotions are generally made on the basis of written examinations and/or performance
appraisals. The promotional examination resembles the merit entrance examination except that it is
open only to those employees who qualify for consideration for promotion.

Promotion remains a controversial aspect of public personnel management. In hierarchical
organizations there are fewer positions at the top than at the bottom. Therefore, there is a limit on
how high up an employee can rise. Most employees will always be lower down in the
organization’s ranks. What is one employee’s gain (promotion) is another’s lost opportunity. The
competition can be fierce and can lead to discord among employees. Thus, a written promotional
examination has certain virtues and helps to avoid favoritism. Trade unions often stress the
principle of seniority. However, seniority is not necessarily the best indicator of productivity.
Sometimes merit-oriented promotion and seniority are combined.

INCOMPETENCE AS PROMOTION MISTAKES, OR THE PETER PRINCIPLE

Occupational incompetence is everywhere. Every organization contains a number of persons
who could not do their job. Have you noticed it? Probably we all have noticed it.

We see indecisive politicians posing as resolute statesmen. Limitless are the public servants
who are indolent and insolent, and governors whose innate servility prevents their actually
governing. In our sophistication, we virtually shrug aside the immortal cleric, corrupt judge,
incoherent attorney, author who cannot write and English teacher who cannot spell. At we are often
droning lectures from inaudible or incomprehensible instructors.
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Seeing incompetence at all levels of every hierarchy — political, legal, educational and
industrial — | hypothesized that the cause was some inherent feature of the rules governing the
placement of employees.

For my scientific data hundreds of case histories were collected, and all of them had a
common feature. The employee had been promoted from a position of competence to a position of
incompetence. Sooner or later, this could happen to every employee in every hierarchy — an
organization whose members are arranged in order of rank, grade or class.

Many of them may win a promotion or two, moving from one level of competence to a higher
level of competence. But competence in that new position qualifies them for still another
promotion. For each individual the final promotion is from a level of competence to a level of
incompetence. In time, every post tends to be occupied by an employee who is incompetent to carry
out its duties.

But you will rarely find a system in which every employee has reached his or her level of
incompetence. And work is accomplished by those employees who have not yet reached their level
of incompetence.

(“The Peter Principle” by Lawrence J. Peter & Raymond Hull // Rethinking of Public
Administration, pp. 15-16)

ELEMENTS AND MODELS OF A DECISION-MAKING PROCESS

We all make decisions all the time. Some are small; some will have ramifications throughout
our lives. Sometimes we make snap judgments that in retrospect seem wise. Other times we
carefully weigh the pros and cons but are betrayed by fate. Often the most important decisions are
nondecisions: we put things off, choose to ignore problems, or to avoid situations or people and
later discover that inaction has consequences just as important as those resulting from action.

Four processes of decision-making

Whether small or large, short- or long-term, studied or impulsive, decision-making involves
four major elements: problem definition, information search, choice, and evaluation. They are not
sequential, they occur simultaneously. And it is often difficult to identify when a decision process
begins and ends as most important choices are ongoing.

Problem definition

The first step in defining a problem is recognizing that it exists.

Then, problems are plentiful; attention is scare. Selecting a problem for attention and placing
it on the policy agenda is the most important element in policy making. When a problem is given
attention, it gains focus and takes shape.

How a problem is defined affects how it is addressed. The problem of the homeless is a good
example. The people without home have always been with us. Most often they have been seen as
people who because of their own weaknesses could not find work and afford homes. They were
dismissed as drunks and drifters. So defined, the homeless remained a problem in the background —
a problem for the Salvation Army, not the government. But as their number grew, we began to take
a closer look. We saw individuals discharged from mental institutions, the unemployed whose
benefits had expired, and families unable to afford decent home. And we started seeing “the
homeless” as people in desperate situations. This change in our perception altered the decision
process. Homelessness is now a focus of policy debate.

Information search

When we are only vaguely aware that a problem exists, our first step is often to learn more
about it, and this learning is an important step in the decision-making. Acid rain is a good example.
First in Europe and then in North America, people noticed that trees were dying, and a few
scientists began to ask why. Pollution and changes in climate were explored. Out of this active
search for information the problem gained definition: air pollution is killing trees. Then, the
solutions were considered. Reducing acid rains requires costly reduction in pollution created in
regions often at great distance from the dying trees. Thus, the information defined the nature of the
policy-making.
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Information has always been central to governing, and governments are primary sponsors of
research both in the sciences and humanities. Such research is driven by the interests of scholars
and may not have immediate relevance to policy debate. But it may have important policy
implications. For example, advances in lasers and genetic engineering influence defense and social
policy in ways unanticipated by scientists or their government sponsors.

Choice

As problems are defined and information about problems and outcomes is examined, choices
emerge. Weighing options and selecting are the most visible decision-making processes.

Sometimes choices are difficult and taking decisions is very hard, especially when choices are
not clear and their results are unpredictable. Should we negotiate with terrorists? Do we want to
save the lives of hostages, as family members prefer, or do we want to eliminate any incentive for
future terrorism?

The selection process does not necessarily require reasoned judgments; the compromises of
group decision-making often produce results that only few individuals prefer; satisfying single
interests often means ignoring the interests of others.

Evaluation

Decisions do not end with choices among alternatives. Decision-making involves evaluating
the effects and actions. Evaluation may be formal (an official study of the results produced by a new
government program) or informal (scanning the news, talking to colleagues).

Whether formal or informal, evaluation is another form of information gathering after the
choice.

The distinction between information search and evaluation is arbitrary. Before decision
makers reach conclusions, most try to anticipate outcomes.

The most difficult aspect of evaluating choices is establishing the criteria. The most common
criterion is the result — if things turn out well, we feel that we made the right choice. But in this
case, we may confuse good luck with good decision-making (consider the decision to have a
surgery: all surgery involves risk, and if a person chooses to take the very slight risk to remove a
small tumor and dies during surgery, was the decision wrong?). Results are not universal criteria for
the quality of a decision. The evaluation of any decision-making must involve looking at results and
processes as well as the situation faced by decision makers.

Models of decision-making

There is no right or wrong way to make decisions. Sometimes cautious deliberation is the best
path; at other times risks are required. But scholars speak about two broad categories of models of
decision-making: rational and nonrational models.

Rational decisions are choices based on judgment of preferences and outcomes. They are not
always turn out best and they do not eliminate the possibility of failure. Sometimes the goal is so
important that it is rational to choose an option with little promise of payoff. Opting for
experimental surgery is a rational choice over a life of pain.

In nonrational models choices do not result from the deliberate balancing of pros and cons.
These models share the assumption that the mix of rules and participants shape choices, and that
decisions result from the varying (though not necessarily accidental) mix of ingredients. Most of
governmental decisions are within these models. The decision process there is too complex to take
into account multiple goals, alternatives and impacts of every alternative; the time required to take a
decision is too short; the finances are too thin to provide long researches.

Taken to extremes, rational models reduce human judgment to computation, and nonrational
models portray decision outcomes as the result of forces beyond individual control.

Both rational and nonrational models of the decision process are products of value-neutral
social science. Values enter rational decision models only in the form of preferences, but they are
generally defined in terms of self-interest. An emerging view of decision-making places a stronger
emphasis on decisions as value statements.
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ADMINISTRATIVE DECISION-MAKING

Decision-making in public administration is a much-debated subject. For one thing, there is
confusion about the vocabulary. Expressions such as strategic planning, policy making and
decision-making are used indiscriminately and interchangeably. There is also no consensus on what
constitutes a decision. It is generally agreed that a decision involves a choice among alternative
courses of action. But this does not really help in selecting which decisions should be the focus of
study for administrative purposes.

The varying roles of administrators add to the difficulty of understanding decision-making. In
most developing countries, administrators describe their role in terms of implementing the laws and
policies enunciated by the Government. In some countries, administrators would describe their role
in managerial terms.

Different points of view about decision-making also complicate attempts at generalization.
Four such points are mentioned by way of example.

1. Decisions are the result of the dynamics of a highly complex social phenomenon in which
different values, interests, institutions and individuals interact in a variety of ways.

1. An elite makes the decisions. It may include persons inside or outside government. When it
comes from inside, it may be concentrated in certain institutions, to the exclusion of others.

2. An inspired and charismatic leader makes the decisions.

3. Technocrats make the decisions, supposedly based on some concept of utility.

Complications grow when formal structures and informal channels for making decisions are
considered. It is probably fair to conclude that decision-making occurs in all these instances.

Many public administrators think that decision-making is considered the responsibility of
leaders, or political or special organizations, and they view their work in terms of «dealing with
files», «carrying out assigned tasks» and «enforcing rules». But all administrators are decision-
makers — to varying extents and for different levels of issues.

(Abridged from Rethinking Public Administration: An Overview, pp.39-40)

LEADERSHIP

Leadership is the direction and guiding of other participants in the organization.

Leadership differs in degree. Transactional leaders exchange rewards for services. They
guide subordinates in recognizing and clarifying roles and tasks. They give their subordinates the
direction, support, and confidence to fulfill their role expectations. They also help subordinates
understand and satisfy their own needs and desires. They encourage better than average
performance from their subordinates. They are good managers.

Transformational leadership is more dramatic. Transformational leaders change the
relationship of the subordinate and the organization. They encourage subordinates to go well
beyond their original commitments and expectations. If transactional leaders expect diligence,
transformational leaders foster devotion. These leaders have the ability to reach the souls of others
to raise human consciousness. They raise the level of awareness and encourage people to look
beyond their self-interest.

Both forms of leadership are important. When people in positions of authority encourage
subordinates to believe that their work is important — not merely a fair exchange of pay for work —
motivation, commitment, and performance surpass routine expectations.

Leadership is required for major changes and new directions, and without leadership
government easily stagnates. When things go well or poorly, we credit or blame the leader. We look
for leadership in candidates for high office. But can we determine which job candidates are “natural
born” leaders? Can we train employees so that they develop the required personality characteristics
to become effective leaders?

Over many years, investigators have hoped to identify leadership traits. It is extremely
difficult to know precisely what traits such diverse political leaders as Napoleon Bonaparte, Luther
King, Vladimir Lenin, Joseph Stalin, Indira Ghandi, and Adolf Hitler shared in common. Yet many
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researches have attempted to identify universal characteristics of leadership and the following
classification of the leadership traits is suggested:

e capacity (intelligence, verbal facility, originality, judgment);

e achievement (scholarship, knowledge, athletic accomplishments);

e responsibility (dependability, initiative, persistence, aggressiveness, self-confidence, desire
to excel);

e participation (activity, sociability, cooperation, adaptability, humor);

e status (socioeconomic position, popularity).

Yet this list is not very helpful. Particular traits are neither necessary nor sufficient to become
a leader. There are brilliant thinkers and talkers who are not leaders, and there are people who are
not very intelligent and not blessed with verbal facility who are obvious leaders. The holding of a
degree does not say enough of the holder and whether he would fit into a particular situation. In
some situations, the manager’s superior education may be even resented by less well-educated
organization members.

It is obvious that some managers are better leaders than others, and if psychological traits do
not explain the variations, what is the explanation?

Some investigators emphasize the situational character of leadership. The ingredients of this
parameter of leadership are the following:

estatus, or position power — the degree to which the leader is enabled to get the group
members to comply with and accept his or her leadership (but leadership should not be confused
with high position — holding high office does not guarantee impact; despite the leader’s formal
power, he or she did not always get from subordinates the performance that was desired);

e l[eader-member relations — acceptance of the leader by members and their loyalty to him or
her;

e task-structure — the degree to which the jobs of the followers are well defined,;

eability to recognize the most critical needs for organization members at the moment
(physiological needs for food, sleep, etc. or safety needs for freedom from fear, for security and
stability; needs for love, friends and contact; esteem needs for self-respect and the respect of others
or needs for self-actualization, for achieving one’s potential).

Defining leadership is a very difficult task but rejecting the study of leadership would
impoverish our understanding of governing.

THE RELATION BETWEEN POLICY, ADMINISTRATION, AND LEADERSHIP

A public manager cannot pursue a leadership approach independent of existing policy.
Fortunately, such policies are usually (and necessarily) vague, giving a manager some flexibility in
establishing a mission, in setting goals, and in achieving them.

Having established mission and goals, the manager may still need some new policies. For
example, when the state of Washington developed its new welfare, training, and employment
program, it designed one that actually required new federal legislation. If given a choice, however,
most public managers prefer to function with existing (albeit inadequate) legislation, rather than
open their agency to additional legislative scrutiny and perhaps to legislation that creates as many
new constraints as opportunities.

Similarly, adopting a leadership strategy does not mean that the agency head can ignore
administrative systems. They are critical for any organization. But they do not come first. Rather, as
the line units answer their headquarters’ question, “What resources does your unit need to achieve
your objectives?” headquarters can begin to provide those resources, including the supporting
administrative systems.

But to make the existing administrative structure achieve the policy, a public administrator
needs a leadership strategy.

(Abridged from: Behn, Robert D. Leadership Counts, pp. 207-208).
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GORBACHEV’S LEADERSHIP

Gorbachev entered Communist Party work as a bureaucrat at age 24. He became chairman of
the USSR Supreme Soviet in October 1988.

Gorbachev then introduced a presidential system that culminated in the new office of
President of the USSR established in March 1990. The new presidency was created by a simple
amendment to the Soviet Constitution of 1977, the fourth Soviet constitution.

Gorbachev established an unusual and unwieldy legislative structure. In place of the
bicameral Supreme Soviet that had been created by Stalin in 1937 but had exercised extraordinary
little political authority, Gorbachev established a large Congress of People’s Deputies of 2,250
members elected for five-year terms. The Congress, in turn, was to elect the two chambers of the
Supreme Soviet, the Soviet of the Union and the Soviet of Nationalities, each with 271 members. In
contrast to the Supreme Soviet of 1937-1989, which met for only about one week of the entire year
to approve policies already decided, the new legislative bodies were to hold both spring and autumn
sessions of several months’ duration. The Supreme Soviet was subordinate and accountable to the
Congress of deputies, but it elected the USSR Supreme Court and appointed the Procurator General,
the highest legal officer of the government.

Gorbachev’s legislative creation proved to be cumbersome and soon it started to lose
legitimacy.

As the principal Soviet executive and head of state, Gorbachev was unable to gain adequate
control over the central government although he often presided over parliamentary sessions. He was
also ineffective in attempting to abrogate laws and acts of republic authorities.

By late 1990 Gorbachev found himself the target of attacks from both the conservatives and
the democratic reformers and finally was given up by them and replaced by Boris Yeltsin.

(Abridged from Michael Curtis. Introduction to Comparative Government, pp.350-351)

ORGANIZATIONAL CULTURE

Organizational culture is an idea in the field of organizational studies and management which
describes the psychology, attitudes, experiences, beliefs and values (personal and cultural values) of
an organization. It has been defined as "the specific collection of values and norms that are shared
by people and groups in an organization and that control the way they interact with each other and
with stakeholders outside the organization.”

This definition continues to explain organizational values, also known as "beliefs and ideas
about what kinds of goals members of an organization should pursue and ideas about the
appropriate kinds or standards of behavior organizational members should use to achieve these
goals. From organizational values develop organizational norms, guidelines, or expectations that
prescribe appropriate kinds of behavior by employees in particular situations and control the
behavior of organizational members towards one another.

Strong culture is said to exist where staff respond to stimulus because of their alignment to
organizational values. In such environments, strong cultures help firms operate like well-oiled
machines, cruising along with outstanding execution and perhaps minor tweaking of existing
procedures here and there.

Conversely, there is weak culture where there is little alignment with organizational values
and control must be exercised through extensive procedures and bureaucracy.

Where culture is strong—people do things because they believe it is the right thing to do—
there is a risk of another phenomenon, Groupthink. "Groupthink™ was described by Irving L. Janis.
He defined it as "...a quick and easy way to refer to a mode of thinking that people engage when
they are deeply involved in a cohesive in-group, when members' strive for unanimity override their
motivation to realistically appraise alternatives of action.” This is a state where people, even if they
have different ideas, do not challenge organizational thinking, and therefore there is a reduced
capacity for innovative thoughts. This could occur, for example, where there is heavy reliance on a
central charismatic figure in the organization, or where there is an evangelical belief in the
organization’s values, or also in groups where a friendly climate is at the base of their identity
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(avoidance of conflict). In fact group think is very common, it happens all the time, in almost every
group. Members that are defiant are often turned down or seen as a negative influence by the rest of
the group, because they bring conflict.

Innovative organizations need individuals who are prepared to challenge the status quo—»be it
group-think or bureaucracy, and also need procedures to implement new ideas effectively.

Several methods have been used to classify organizational culture. Some are described below:

Hofstede (1980'?) demonstrated that there are national and regional cultural groupings that
affect the behavior of organizations.

Hofstede looked for national differences between over 100,000 of IBM's employees in
different parts of the world, in an attempt to find aspects of culture that might influence business
behavior.

Hofstede identified five dimensions of culture in his study of national influences:

- Power distance - The degree to which a society expects there to be differences in the levels
of power. A high score suggests that there is an expectation that some individuals wield larger
amounts of power than others. A low score reflects the view that all people should have equal
rights.

- Uncertainty avoidance reflects the extent to which a society accepts uncertainty and risk.

- Individualism vs. collectivism - individualism is contrasted with collectivism, and refers to
the extent to which people are expected to stand up for themselves, or alternatively act
predominantly as a member of the group or organization. However, recent researches have shown
that high individualism may not necessarily mean low collectivism, and vice versa. Research
indicates that the two concepts are actually unrelated. Some people and cultures might have both
high individualism and high collectivism, for example. Someone who highly values duty to his or
her group does not necessarily give a low priority to personal freedom and self-sufficiency

- Masculinity vs. femininity - refers to the value placed on traditionally male or female values.
Male values for example include competitiveness, assertiveness, ambition, and the accumulation of
wealth and material possessions.

MANAGEMENT

Management in business and organizations means to coordinate the efforts of people to
accomplish goals and objectives using available resources efficiently and effectively. Management
comprises planning, organizing, staffing, leading or directing, and controlling an organization or
initiative to accomplish a goal. Resourcing encompasses the deployment and manipulation of
human resources, financial resources, technological resources, and natural resources.

Since organizations can be viewed as systems, management can also be defined as human
action, including design, to facilitate the production of useful outcomes from a system. This view
opens the opportunity to 'manage’ oneself, a prerequisite to attempting to manage others.

Theoretical scope

Management involves the manipulation of the human capital of an enterprise to contribute to
the success of the enterprise. This implies effective communication: an enterprise environment (as
opposed to a physical or mechanical mechanism), implies human motivation and implies some sort
of successful progress or system outcome. As such, management is not the manipulation of a
mechanism (machine or automated program), not the herding of animals, and can occur in both a
legal as well as illegal enterprise or environment. Based on this, management must have humans,
communication, and a positive enterprise endeavor. Plans, measurements, motivational
psychological tools, goals, and economic measures (profit, etc.) may or may not be necessary
components for there to be management. At first, one views management functionally, such as
measuring quantity, adjusting plans, meeting goals. This applies even in situations where planning
does not take place.

Basic functions:

Planning: Deciding what needs to happen in the future (today, next week, next month, next
year, over the next five years, etc.) and generating plans for action.
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Organizing: (Implementation)pattern of relationships among workers, making optimum use of
the resources required to enable the successful carrying out of plans.

Staffing: Job analysis, recruitment and hiring for appropriate jobs.

Leading/directing: Determining what must be done in a situation and getting people to do it.

Controlling/monitoring: Checking progress against plans.

Motivation: Motivation is also a kind of basic function of management, because without
motivation, employees cannot work effectively. If motivation does not take place in an
organization, then employees may not contribute to the other functions (which are usually set by
top-level management).

Communicating: is giving, receiving, or exchange information.

Creating: ability to produce original ideas through the use of imagination

Basic roles:

Interpersonal: roles that involve coordination and interaction with employees

Informational: roles that involve handling, sharing, and analyzing information

Decisional: roles that require decision-making

Management skKills:

Political: used to build a power base and establish connections

Conceptual: used to analyze complex situations.

Interpersonal: used to communicate, motivate, mentor and delegate

Diagnostic: ability to visualize most appropriate response to a situation

Technical: Expertise in one's particular functional area.

Formation of the business policy

« The mission of the business is the most obvious purpose—which may be, for example, to
make soap.

« The vision of the business reflects its aspirations and specifies its intended direction or
future destination.

« The objectives of the business refer to the ends or activity that is the goal of a certain task.

« The business's policy is a guide that stipulates rules, regulations and objectives, and may be
used in the managers' decision-making. It must be flexible and easily interpreted and understood by
all employees.

« The business's strategy refers to the coordinated plan of action it takes and resources it uses
to realize its vision and long-term objectives. It is a guideline to managers, stipulating how they
ought to allocate and use the factors of production to the business's advantage. Initially, it could
help the managers decide on what type of business they want to form.

Implementation of policies and strategies:

« All policies and strategies must be discussed with all managerial personnel and staff.

« Managers must understand where and how they can implement their policies and strategies.

« A plan of action must be devised for each department.

« Policies and strategies must be reviewed regularly.

« Contingency plans must be devised in case the environment changes.

« Top-level managers should carry out regular progress assessments.

« The business requires team spirit and a good environment.

« The missions, objectives, strengths and weaknesses of each department must be analyzed to
determine their roles in achieving the business's mission.

« The forecasting method develops a reliable picture of the business's future environment.

« A planning unit must be created to ensure that all plans are consistent and that policies and
strategies are aimed at achieving the same mission and objectives.

All policies must be discussed with all managerial personnel and staff that is required in the
execution of any departmental policy.

Organizational change is strategically achieved through the implementation of the eight-step
plan of action established by John P. Kotter: Increase urgency, get the vision right, communicate
the buy-in, empower action, create short-term wins, don't let up, and make change stick.
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Policies and strategies in the planning process

They give mid and lower-level managers a good idea of the future plans for each department
in an organization.

A framework is created whereby plans and decisions are made.

Mid and lower-level management may add their own plans to the business's strategies.

Some people, however, find this definition useful but far too narrow. The phrase
"management is what managers do" occurs widely, suggesting the difficulty of defining
management, the shifting nature of definitions and the connection of managerial practices with the
existence of a managerial cadre or class.

One habit of thought regards management as equivalent to "business administration” and thus
excludes management in places outside commerce, as for example in charities and in the public
sector. More broadly, every organization must manage its work, people, processes, technology, etc.
to maximize effectiveness. Nonetheless, many people refer to university departments that teach
management as "business schools". Some institutions (such as the Harvard Business School) use
that name while others (such as the Yale School of Management) employ the more inclusive term
"management".

English speakers may also use the term "management” or "the management"” as a collective
word describing the managers of an organization, for example of a corporation. Historically this use
of the term often contrasted with the term "Labor" - referring to those being managed.

MOTIVATION

Motivation is the driving force which causes us to achieve goals. Motivation is said to be
intrinsic or extrinsic. The term is generally used for humans but, theoretically, it can also be used to
describe the causes for animal behavior as well. This article refers to human motivation. According
to various theories, motivation may be rooted in a basic need to minimize physical pain and
maximize pleasure, or it may include specific needs such as eating and resting, or a desired object,
goal, state of being, ideal, or it may be attributed to less-apparent reasons such as altruism,
selfishness, morality, or avoiding mortality. Conceptually, motivation should not be confused with
either volition or optimism Motivation is related to, but distinct from, emotion.

Workers in any organization need something to keep them working. Most times the salary of
the employee is enough to keep him or her working for an organization. However, sometimes just
working for salary is not enough for employees to stay at an organization. An employee must be
motivated to work for a company or organization. If no motivation is present in an employee, then
that employee’s quality of work or all work in general will deteriorate.

When motivating an audience, you can use general motivational strategies or specific
motivational appeals. General motivational strategies include soft sell versus hard sell and
personality type. Soft sell strategies have logical appeals, emotional appeals, advice and praise.
Hard sell strategies have barter, outnumbering, pressure and rank. Also, you can consider basing
your strategy on your audience personality. Specific motivational appeals focus on provable facts,
feelings, right and wrong, audience rewards and audience threats.

At lower levels of Maslow's hierarchy of needs, such as physiological needs, money is a
motivator, however it tends to have a motivating effect on staff that lasts only for a short period (in
accordance with Herzberg's two-factor model of motivation). At higher levels of the hierarchy,
praise, respect, recognition, empowerment and a sense of belonging are far more powerful
motivators than money, as both Abraham Maslow's theory of motivation and Douglas McGregor's
theory X and theory Y (pertaining to the theory of leadership) demonstrate.

Maslow has money at the lowest level of the hierarchy and shows other needs are better
motivators to staff. McGregor places money in his Theory X category and feels it is a poor
motivator. Praise and recognition are placed in the Theory Y category and are considered stronger
motivators than money.

« Motivated employees always look for better ways to do a job.

« Motivated employees are more quality oriented.
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« Motivated workers are more productive.

The average workplace is about midway between the extremes of high threat and high
opportunity. Motivation by threat is a dead-end strategy, and naturally staff are more attracted to the
opportunity side of the motivation curve than the threat side. Motivation is a powerful tool in the
work environment that can lead to employees working at their most efficient levels of production.

Nonetheless, Steinmetz also discusses three common character types of subordinates:
ascendant, indifferent, and ambivalent who all react and interact uniquely, and must be treated,
managed, and motivated accordingly. An effective leader must understand how to manage all
characters, and more importantly the manager must utilize avenues that allow room for employees
to work, grow, and find answers independently.

The assumptions of Maslow and Herzberg were challenged by a classic study at Vauxhall
Motors' UK manufacturing plant. This introduced the concept of orientation to work and
distinguished three main orientations: instrumental (where work is a means to an end), bureaucratic
(where work is a source of status, security and immediate reward) and solidaristic (which prioritises
group loyalty).

Other theories which expanded and extended those of Maslow and Herzberg included Kurt
Lewin's Force Field Theory, Edwin Locke's Goal Theory and Victor Vroom's Expectancy theory.
These tend to stress cultural differences and the fact that individuals tend to be motivated by
different factors at different times.

According to the system of scientific management developed by Frederick Winslow Taylor, a
worker's motivation is solely determined by pay, and therefore management need not consider
psychological or social aspects of work. In essence, scientific management bases human motivation
wholly on extrinsic rewards and discards the idea of intrinsic rewards.

In contrast, David McClelland believed that workers could not be motivated by the mere need
for money—in fact, extrinsic motivation (e.g., money) could extinguish intrinsic motivation such as
achievement motivation, though money could be used as an indicator of success for various
motives, e.g., keeping score. In keeping with this view, his consulting firm, McBer & Company,
had as its first motto "To make everyone productive, happy, and free." For McClelland, satisfaction
lay in aligning a person's life with their fundamental motivations.

Elton Mayo found that the social contacts a worker has at the workplace are very important
and that boredom and repetitiveness of tasks lead to reduced motivation. Mayo believed that
workers could be motivated by acknowledging their social needs and making them feel important.
As a result, employees were given freedom to make decisions on the job and greater attention was
paid to informal work groups. Mayo named the model the Hawthorne effect. His model has been
judged as placing undue reliance on social contacts at work situations for motivating employees.

In Essentials of Organizational Behavior, Robbins and Judge examine recognition programs
as motivators, and identify five principles that contribute to the success of an employee incentive
program:

« Recognition of employees' individual differences, and clear identification of behavior
deemed worthy of recognition

« Allowing employees to participate

« Linking rewards to performance

« Rewarding of nominators

« Visibility of the recognition process
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