Board and Committees Functions and Responsibilities

Board of Directors




What is a Board

NGOs are directed and controlled
by a governing body, or a board of
directors. You may also encounter names
such as board of governors or board of
trustees. In most countries, the board
has a moral,

legal, and fiduciary

responsibility for the organization.
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The board of directors is crucial to an
NGO and is responsible for many specific
tasks. The board’s main task is to govern
and oversee the operations of the
organization through acting as fiduciaries. In
other words, the board is legally, financially,
and morally responsible for the
organization.

Each individual member of a board is
significant and holds many responsibilities
that help contribute to his/ her work on the
board as a whole. The five main tasks listed
below outline crucial responsibilities of the
board as a whole, focusing on how each
effectively

individual member can

contribute to these tasks.
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However, the Board of
Directors is  ultimately
responsible for the acts of
the committee. Board is
responsible for defining the

committee role and

structure.
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What is a Committee

A board committee is a small working
group identified by the board, consisting of
board members, for the purpose of
supporting the board’s work.

A board committee is a small working
group identified by the board, consisting of
board members, for the purpose of
supporting the board’s work.

Committees are generally formed to
perform some expertise work.

Members of the committee are
expected to have expertise in the specified

field.
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Need for the committee

A Board can set up committees with
particular terms of reference when
it needs assistance (for example a
New project sub-committee) or

when an issue requires more
resources and attention

They can be set up for a specific
purpose or to deal with general

issues such as ‘development’.
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Board’s Major Responsibilities

Acquire and protect the organization’s
assets.

Make certain the organization is working to
fulfill its mission.

At their best, boards reflect the collective
efforts of accomplished individuals who
advance the institution’s mission and long-
term welfare. The board’s contribution is
meant to be strategic and the joint product
of talented people. People on a board are
brought together to apply their knowledge,
experience, and expertise to the major

challenges facing the institution.
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Strategic thinking and oversight
characterize the board’s leadership role.
An effective board organizes itself to
carry out its duties and responsibilities.
To manage the day-to-day operations of
the NGO, the board of directors appoints
an executive director, sometimes called
the chief of operations (CEO). Tensions
and inefficiencies result if
responsibilities, authority, and working
relationships of board and staff are not

clearly defined.
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The executive director, as you can
imagine, has many duties. He/she
administers and manages all day-to-day
operations of the  organization,
including:

— hiring and supervising staff,

— monitoring programs and finances,

— providing ongoing leadership,

— advising and reporting to the board
on the NGO’s operations, and

— speaking on behalf of the

organization as delegated by the

chairperson/president of the board.
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1. Mission and Purpose

A board of directors as a whole is
responsible for creating and defining the mission
of an organization. This is usually done so in the
form of a mission statement. The statement must
include:

The purpose of the NGO
The core values of the NGO

What the NGO seeks to accomplish. The
mission statement is not set in stone. The board
of directors is responsible for reviewing it
regularly in order to assess whether any revisions
are necessary. One way in assessing whether this
is necessary is to look at the programs, activities,
and/or fundraisers of the NGO to make sure the

organization has not drifted from its purpose.
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2. Hire and Work With the Chief Executive 530025 F900E Qa0 BI3R0DR FEAZAAPA
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The responsibility that the board has of
choosing and hiring a chief executive director is
significant because he/she is essentially handling
and managing the entire organization. Before
selecting an executive director, the board of
directors must wholly review the mission and
purpose of the organization and then agree on
what their expectations are. They must agree on
what kind of person they are looking for and
what kind of person would positively contribute
to the NGO. In talking to and interviewing

candidates, the board must:

e Be clear about the job description and what the job

essentials

e List both general and specific responsibilities
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Look for desirable personal attributes, strong
communication skills, and efficient management
and organizational characteristics
Be honest about any problems the NGO is
currently experiencing.
Lastly, the board is responsible for
understanding what their tasks are and how
they are different from those of the executive
director. For example, they must be aware of the
fact that their primary responsibility is
governance of the NGO, while the chief
executive is responsible for management and
hiring all other staff. However, just as the chief
executive is expected to support the board, the

board must work well with and support the

chief executive in his/her decisions.
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As a board member, you are

individually responsible for:

Counseling (when necessary) and
supporting the chief executive
Consulting the executive director and
keeping him/her updated on your tasks
and activities

Working collectively with the board to
appropriately evaluate the work of the
executive director

Advising the chief executive about the
advantages of partnerships if you are
knowledgeable about and/or part of

another organization.
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3. Financial Oversight :3B£9T0R) 2300 2500

The board is unanimously
responsible for the careful and prudent use
of money within the organization. In order
to meet this responsibly, the board should
determine what the financial policies are.
Most importantly, the board should help
develop and approve the annual budget.
This is a significant responsibility because
approving the budget has a domino effect
on all other priorities within the
organization. It is important that the

approval is done by no one else—not even

the executive or finance committees.
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In overseeing the budget, board
members should receive financial and
accounting balance sheets and reports.
This ensures that everybody is up to
date on the financial situation and
changes can be made if necessary.

Lastlyy, board members as a
whole should be insistent upon an
annual audit. However, the board
members should not perform the audit,
but should regularly meet with an
independent auditor who should be

assessing the financial situation.
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e Ensuring that the NGO has enough

human and financial resources to serve

its mission and purpose

e Working with the chief executive, who is

often times the chief fundraiser, in

setting fundraising goals

e Formulating a fundraising strategy and

approving

explains why the NGO needs money

and what it will be used for

d

case statement that

* Working together as a group to monitor,

oversee,

activities.

and

guide

fundraising
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As a board member, you are
individually responsible for:

e Maintaining confidentiality of the board’s
meetings and financial related issues.

e Never accepting/offering bribes or favors with
anyone who is associated business-wise with
the organization

e Being cautious and careful with any controlling
and transferring of funds

e Making sure you understand and are up to date
with the NGO’s financial statements and
situation

e Fulfilling your role of a fiduciary.
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4. Provide Adequate Resources AR, ROTIRONTI, 23N AA2AAZAA

Providing resources for an NGO relies very much
on individual board members and their ability to attract
and influence large donors. However, there are some
responsibilities of the board as a whole that need to
occur first. The board of directors is responsible for:
Ensuring that the NGO has enough human and financial
resources to serve its mission and purpose
Working with the chief executive, who is often times the
chief fundraiser, in setting fundraising goals
Formulating a fundraising strategy and approving a case
statement that explains why the NGO needs money and
what it will be used for
Working together as a group to monitor, oversee and

guide fundraising activities.
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As a board member, you are

individually responsible for:

e Giving an annual contribution based on
personal means

* Participating actively in fundraising (i.e. writing
letters, soliciting, planning events)

e Sharing with the community successful
fundraising strategies and fundraising needs

e Sharing enthusiasm and commitment to/about
the organization’s fundraising activities

e Using businesspeople and other prominent
contacts in the community to provide
financial resources to the NGO

e Planning lunches/events to provide financial

contacts for the NGO.
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5. Communicate with the Community e300 ONTRONR R0TBS
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The board of directors is responsible for
acting as the voice of the NGO. They are
responsible for articulating the goals, mission,
and purpose of the organization in order to
promote it and help the community understand
what it is they do.

They must ensure that they collectively
listen to the needs of the community and make
any necessary changes that will enable them to
serve the community to the highest potential.
Board members are also responsible for making
sure the NGO can support outreach to the
community through a significant and successful
public relations strategy. Along with this, they
should help in developing strategies for

community outreach.
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As a board member, you are
individually responsible for:
e Suggesting nominees to the board who

are achieved men/women you may
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Much of the literature surrounding the
role of the board of directors of an NGO
focuses on the board responsibilities as a
whole. The previous five points attempt to
shed some light on the role of the individual
and how important he/ she is in contributing
to the overall make-up of the board.

Most importantly, individual members
must perform their jobs competently and
efficiently while being able to work well with
other board members and establishing a
healthy and responsible working relationship

with them

cont
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BOARD STRUCTURE

Boards tend to work effectively when they
are structured to carry out each unigue mission
of the NGO and maximize the individual talents of
board members. Dividing the board into
committees is a common mechanism for:
Organizing the board’s work to accomplish the
NGQO’s mission.

Preparing board members for making informed
decisions.

Using board members’ skills and expertise (i.e., a
board member with financial experience serves
on the finance committee and one with a deep
understanding of the clients’ needs serves on the
program committee).

Providing opportunities to become involved and

serve the organization.

AV BUT TSOPOT) IR, TOONE BB,
DBERRD) NI,  DDOWPARD ABRT
VOW I &) 32300, NOR RPN
CFS00WN eNOBPNP) WO TIOCIIN

FOONE D3E 0RIBEI. OB AN,
Ted3NTIN  LDONCRIHT VWTY,N  2wOTD
ROV TOORE )PSO NTI:

D% B LTRDI), ARA  DOWPOD
FTORBI), SABREBRITYHT). 3PR[PTANG,
APIETNPI, INDTRL,LD DOWPOD
RBRT, AT BERIHT).

OB D IaRNe) FToFeg =03,
B3O, WFRIR)T) (OTWT, BEITOAS
NP BRODTVE  DDOBPOAD AT
FBEOTOAD Ae30NA), Al D RIS D3I,
Ne©TT NI 3N ATAN 3P0
3PHTLTONR, BRODTIW[T) ToONE Fa
B 30D, RS A FIJY3).
3RBNATRL,L) NI), FOFNR Al I REN
9T TOBNF ), 2TNRIH)TI.



20,8 AONTED  AOTRWN

20003 WBREFE TWIFIO V0BT
TSN, 0350 T3¢ B2 NPN

Below is an example of one
board structure for a high-capacity

NGO. Keep in mind that no one board

0300 T3¢ ANONERS Of A TN
structure is a good fit for all NGOs.
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Chairperson of the Board 3323 6.
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* Presides over general board meetings. HOBPLOANOT 303, WM.
« Speaks on behalf of the organization ° AT DOBY YN T;F3
3203 T3.

to the public and media.
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e  Chairs the executive committee.



Vice Chairperson

Usually succeeds the chairperson at the end
of his or her term in office.

Assists the chairperson and serves in his or
her absence.

Often chairs the nominating committee.

Standing Committees

Normally are described in the bylaws.

Usually include the:

Executive Committee:

Board chairperson/president, vice

chairperson, secretary, and treasurer.
Executive committee has authority to make

certain decisions between meetings.
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Finance Committee:

The treasurer usually chairs this
committee. It provides financial
oversight for the organization, advises
the board on the budget and financial
affairs.

Nominating Committee:

Often chaired by the NGO’s vice
chairperson. ldentifies new board

members and nominates individuals

to serve as NGO officers.
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Ongoing Committees

Normally not prescribed in the bylaws,
but necessary to achieve the
organization’s mission.

Might include a program committee,
marketing committee, research
committee, education committee, etc.
Allow the board more flexibility to
conduct its business and tailor
committees to fit the mission of the

organization.
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Ad Hoc Committees or Task Forces

Given assignments to be completed in a
specified time (fundraising or a special event).
Disband after their task has been completed.
Often extremely productive because they have
defined tasks to complete within a limited time

frame.

Advisory Committees

Individuals with specific expertise selected as
committee members.

They provide the board with information and
advice to understand difficult or complex
issues such as a construction project, client
demographics, trends in government support,

public policy debates, etc.
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Offer advantages to both the
committee members and the
board.

Committee members have an

opportunity to learn more about
the NGO and its board—some may
be recruited later as board
members.

Can provide a greater division of

labor and fresh new perspectives.
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Evaluation:

{

Evaluation is ‘an assessment, as
systematic and objective as possible, of an
ongoing or completed project, programme or
policy, its design, implementation and results.
The aim is to determine the relevance and
fulfillment  of

objectives, developmental

efficiency, effectiveness, impact and
sustainability.

It is ‘@ structured process of assessing
the success of a project in meeting its goals
and to reflect on the lessons learned’

Evaluation will be taken simply to mean:
‘checking that you are doing (have done) the
right thing and that you are doing (have done)

it right.
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An evaluation is periodic, retrospective
and might be conducted internally or by
external independent evaluators. There are
many different types of evaluation (see
below).

A key distinction is
between formative and summative evaluatio
ns. The former often take place at the mid-
way point in a project/ programme. The latter
are usually conducted at the end of a project/
programme.
when the cook tastes the soup, that’s
formative’

‘when the guests taste the soup, that’s

summative’
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So a formative/mid-term/
progress evaluation seeks to gauge
progress in meeting the goals of the
programme/ project. The data can help
to fine-tune the project and contribute
to a future summative evaluation which
assesses a mature project’s success in
reaching its stated goals. Summative
evaluation often asks the same
questions as a progress evaluation, but

take place at the end of the project/

programme.
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Definitions:

According to Wiles defined “ It is a process of
making judgment that to be used as a basis
for planning. It consists of establishing
goals, collecting evidence concerning
growth or lack of growth towards goals,
making judgments about the evidence and
revising procedures and goals in the light of
the judgments.”

According to Ralph Tylor “ It is the process of
determining to what extent the
educational objective are being realized.”

According to Conbach “ It is a systematic
examination of educational and social

programs.”
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Characteristics of evaluation 20252303 NICIDOTEINS)
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1. Continuous process.

2. Includes academic and non academic

4, Discovers the needs of an individual

experience that will solve their needs. « 3FBT 352833, 203), TPV
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5. Correlation between the educational
system and the system of evaluation.
6. Complex process which need scientific

techniques and tools.



Scope of evaluation

a) Certification

b) Feedback

c) Monitoring the program

d) Safeguarding the public

e) Baseline for guidance and counseling

f) Placement and promotionin job

g) Development of tools and
technigues and appraise the

methods of instructions.
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Evaluation Criteria:

The Development Assistance Committee
(DAC) of the Organisation for Economic Co-
operation and Development (OECD) established
a set of Evaluation Criteria to be used to
determine ‘the merit, worth, or significance of

an intervention’:

Relevance looks at whether the intervention
is doing the right things

Coherence checks the compatibility of an
intervention with other interventions
Effectiveness determines whether the
intervention is achieving its objectives
Efficiency tracks the extent to which the
intervention delivers, or is likely to deliver,

results in an economic and timely way
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Impact assesses the difference the
intervention will make
Sustainability verifies whether the
benefits of the intervention will last
For shorter-term projects, the
evaluation is done at the end of the
project. However, for longer projects,
you should plan to have a mid-term
evaluation, which can check to see if
your project is on the right path. If
there are
any challenges, it’s

important to

correct them before it’s too late.
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Principles of evaluation

Evaluation is a process of
determining the extend to which
educational objectives are achieved by
pupils. It should not be viewed as
merely a collection of techniques for
obtaining information about pupil’s
behaviour. (Gronlund & Guilbert)

Evaluation is most effective when
based on sound operational principles.
The following principles stated by
Gronlund provide a framework within
which the process of evaluation may be

viewed.
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Principles of evaluation

Determining and classifying what is to be
evaluated always has priority in the
evaluation process: The objectives must
be clearly stated before evaluation is
made.

Techniques should be selected in term of
the purposes to be served.
Comprehensive evaluation requires a
variety of evaluation techniques. No
single evaluation technique is adequate
to evaluate various outcome.

Proper use of evaluation techniques
require an awareness of their limitations

as well as their strength.
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Evaluation is a means to an end and not
as end itself.

Evaluation procedures must contribute
to improved decisions of instruction,

guidance and administrative nature.
Adequacy of experience should be made
in terms of excellence of performance
and quality of experience.

Record for practice should reflect the
objectives of practice and give evidence
to the extent of achievement of these

objectives.
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Types of Evaluation

Many types of evaluation exist, consequently
evaluation methods need to be customised
according to what is being evaluated and the
purpose of the evaluation. It is important to
understand the different types of evaluation
that can be conducted over a program’s life-
cycle and when they should be used. The
main types of evaluation are process, impact,
outcome and summative evaluation.

Before you are able to measure the
effectiveness of your project, you need to
determine if the project is being run as

intended and if it is reaching the intended

audience.
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It is futile to try and determine how
effective your program is if you are not
certain of the objective, structure,
programing and audience of the project.
This is why process evaluation should be

done prior to any other type of evaluation.

Process evaluation

Process evaluation is wused to

“measure the activities of the program,
and who it s

program  quality

reaching” Process evaluation, as outlined
by Hawe and colleagues will help answer

questions about your program such as:
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Has the project reached the target
group?

Are all project activities reaching all
parts of the target group?

Are participants and other key
stakeholders satisfied with all aspects
of the project?

Are all activities being implemented as
intended? If not why?

What if any changes have been made
to intended activities?

Are all materials, information and
presentations suitable for the target

audience?
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Impact evaluation
Impact evaluation is used to

measure the immediate effect of the
program and is aligned with the
programs objectives. Impact evaluation
measures how well the programs
objectives (and sub-objectives) have
been achieved.

Impact evaluation will help answer
questions such as:

* How well has the project achieved its
objectives (and sub-objectives)?

* How well have the desired short term

changes been achieved?
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For example, one of the objectives of
the My-Peer project is to provide a safe space
and learning environment for young people,
without fear of judgment, misunderstanding,
harassment or abuse. Impact evaluation will
assess the attitudes of young people towards
the learning environment and how they
perceived it. It may also assess changes in
participants’ self esteem, confidence and
social connectedness.

Impact evaluation measures the
program effectiveness immediate after the
completion of the program and up to six

months after the completion of the program.
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Outcome evaluation

Outcome evaluation is concerned
with the long term effects of the program
and is generally used to measure the

program goal. Consequently, outcome
evaluation measures how well the program
goal has been achieved.

Outcome evaluation will help answer

guestions such as:

* Has the overall program goal been achieved?

« What, if any factors outside the program
have contributed or hindered the desired
change?

What, if any unintended change has occurred

as a result of the program?
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In peer-based youth programs
outcome evaluation may measure changes
to: mental and physical wellbeing,
education and employment and help-
seeking behaviours.

Outcome  evaluation  measures
changes at least six months after the
implementation of the program (longer
term). Although outcome evaluation
measures the main goal of the program, it
can also be used to assess program
objectives over time. It should be noted
that it is not always possible or appropriate

to conduct outcome evaluation in peer-

based programs.
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Summative evaluation

At the completion of the program it
may also be valuable to conduct
summative evaluation. This considers the
entire program cycle and assists in
decisions such as:

Do you continue the program?

If so, do you continue it in its entirety?

Is it possible to implement the program in
other settings?

How sustainable is the program?

What elements could have helped or
hindered the program?

What recommendations have evolved out

of the program?
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Thank you



Fundraising :

Fundraising or fund-raising (also
known as "development" or
"advancement") is the process of
seeking and gathering voluntary
financial contributions by engaging
individuals, businesses,  charitable
foundations, or governmental agencies.
Although fundraising typically refers to
efforts to gather money for non profit
organizations, It is sometimes used to
refer to the identification and
solicitation of investors or other sources

of capital for for-profit enterprises.
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Traditionally, fundraising
consisted mostly of asking for
donations on the street or at
people's doors, and this s
experiencing very strong growth in
the form of face to face fundraising,
but new forms of fundraising, such
as online fundraising, have emerged
in recent years, though these are
often based on older methods such

as grassroots fundraising.
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Fundraising is a significant way that
non—profit organizations may obtain the
money for their operations. These operations
can involve a very broad array of concerns
such as religious or philanthropic groups
such as research organizations, public
broadcasters, political campaigns and
environmental issues.

Some examples of charitable
organizations include student scholarship,
merit awards for athletic or academic
achievement, humanitarian and ecological

concerns, disaster relief, human rights,

research and other social issues.
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Purpose V3 L3

Organizations raise funds to support capital

projects, endowments, or operating
expenses of current programs.

Capital fundraising is when fundraising is
conducted to raise major sums for a building
or endowment, and generally keep such
funds separate from operating funds. This is
often done over a period of time (in a capital
campaign) to encourage donors to give more
than they would normally give and tap
donors,  especially  corporations and
foundations who would not otherwise give.
A capital campaign normally begins with a
private phase before launching a public

appeal.
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Many non-profit organizations

solicit funds for a financial

endowment, which is a sum of
money that is invested to generate
Although

endowments may be created when

an annual return.
a sizable gift is received from an

individual or family, often as
directed in a will upon the death of
a family member, they more
typically are the result of many gifts

over time from a variety of sources.
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Accountable fundraising :25239239 003003 QDA O

Some non profit organizations
demonstrate greater accountability by
showing donors the direct impact of their
fundraising efforts. This accountability may
comes in the form of a vote, where the
members select a specific program or
charity that they would like their money to
go to. Another example is put in place a
mechanism which allows donors to
constraint usage of funds toward a specific
monitor/allow

purpose and closely

spending to ensure proper usage.
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Techniques of Fund Raising Q& sI0M®c 303N1eH

In the contemporary period the following
technigues are being used for fund raising by

social welfare organization:

A) Preparation

The first technique is the preparation for fund
raising which involves:

Defining the cause of activities for which funds
are needed.

Correct estimation of funds to be required.

Time period during which funds to raise.

Proper communication of the cause of activity
among people.

Proper demonstration of needs/problems of
persons to be benefitted from these funds.
Transparency in utilization of funds should be
propagated for

maintaining creditability of

organization.
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B. Location of Sources of Funds QD1 sheons 5 &

The possibility of available resources has
to be located. These resources may be as follows:
Grants in aid. These grants can be taken from
government, autonomous and other
international organizations.

Donations. These donations are being managed
from general public. Sometimes, these donations
are given as religious activities (donation to
organization based of religious philosophy).
Subscriptions. The members of organization give
annual/periodical/life time subscriptions which
become a source of earning of organization.
Sometimes, officials are also selected or

appointed on the basis of their contributions or

subscription.
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cont

Interest. There are certain agencies which ,

operate on the interest accrued on fixed
deposits and endowments.

Fees. There are organizations which run
educational institutions, provide medical
services, run art and craft centers, fees or
service charges from beneficiaries, fees taken
from families of unfortunate persons etc.
Sponsorship. Some beneficiaries are sponsored
by resourceful persons for their overall
development. In case, this practice is more
rampant.

Sale. Some organizations run training cum
development centers a produce some products
which are sold in market. This process gives

them some resources to the organization.
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Building/Hostels. have

which

Some organizations

building gives them rent for
accommodation and there are some organizations
which run hostel and earn some resources out of
these hostels.

Literary and Recreational Activities. There are
another sources of fund raising in which fund
raising is done through literary work such as
writing books, publishing collection of poems,
write ups, autobiographies etc. as well as
organizing recreational activities in the forms of
recreational programs(dance, dramas, singing
programs, poetic meets, etc.) fairs, festivals, kitty
parties, fates, shows, etc.

Acceptance of Donations in Kind. This may be in
the forms of grains, clothes, food etc.

Lotteries. Organizing lottery shows may also be

used as a form of fund raising.
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Use of Politically Sanctioned Fund. This fund is
given to some social welfare agencies by elected
representatives.

Corporate Funding. Emergence of big corporate
and resultant responsibilities of these corporations
known as corporate social responsibilities have
provided another area of funding to welfare and
development organizations. In order to fulfill these
corporate social responsibilities, these corporate
houses are supposed to be committed for
sustainable economic development working with
employees, their families, the local community and
society at large to improve their quality of life.

Help Form Banking Sector. Banking sector also

makes provision for giving assistance to institutions

working for social causes.
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C. Methods of Fund Raising Q)8 RO IO

The following methods can be
used in fund raising:

e Advertisements in public dailies and
electronic media by making appeals for
funding.

e QOrganization of fund raising campaigns
mostly by selling tickets.

e Organization shows, exhibitions, rallies,
fete, completions, matches, stamps
sale, etc.

e Organization of door to door fund

collection program.
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Launching of movement for a cause.
Mobilization of legislatures, religious
and development organizations.
Organization of religious meet, talks,
preaching including building of
religious places and sale of religious
articles.
Organization and mobilization of

volunteers for fund raising.

Organization of alumni meets
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Thank you



NGO Management

Meaning and Definitions of NGOs:eda), 2.M1%Y e9TPE 203, 200553

Meaning:

While the term "NGO" has
various interpretations, it is generally
accepted to include  private
organizations that operate without
government control and that are non-
profit and non-criminal. Other
definitions further clarify NGOs as
associations that are non-religious

and non-military.
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cont....

Non-Government Organisations, O30 0REEI0 ROR e SO
popularly known as NGOs are basically, service 2IHODTON BT BIE  RTEIT
and development oriented organisations ROR MY 2DRDIE, 20088530 =,20e3C3
created out of the government to address ARER,; ReDA;NY), TOONENE)  9T3=d0
particular issues, tasks or functions of a non- FOODENFI,  HOTOIDD  FFFOROB
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commercial nature. Such groups may be

organised at a local, national or international
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level. They are dedicated to address these HETE). 303 BCBRTODD. o
issues and are driven by people with a ReDRMT0, SOBDZEN 9533
common interest. For the purpose of an REDE3TINT3 D3I, EOINVOLN
operational definition, the World Bank’s idea SRIANOTW  HIV0TW  SBROBISIT.
of an NGO can be taken which regards NGO as FOOEWTTBOD 2095830530 YT LBTo,N,
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an organisation independent from the
government, and that has a humanitarian or

cooperative, rather than commercial



Since Independence, Government
of India has been implementing various
development and employment
programmes especially for the rural
population for improving their quality
of life. But, despite efforts made by the
Government, the benefit of its
programme has not reached the
deprived, poor and disadvantaged
strata of the society in real terms. The
main reason may be attributed to poor
Government

implementation of

programmes.
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For a country which is the second most
populous in the world and so diversified in its
socio-economic context, only the efforts of
Government would not fetch adequate results
for development of its deprived strata. It was
felt by the Government during 1970s that the
voluntary agencies could add-on the
Government's effort in rural development
through  mobilising  communities and
catalyzing people's initiatives for change, as
well as through direct implementation of
interventions around specific issues. Since
then, the Voluntary sector in India has been

playing a crucial role in rural development.
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Definitions: 23938393 NN

The United Nations Department of Public
Information (1980 cited by Murali Vallabhan
TV)  defines the Non-Governmental
Organisation as organisations which are not
part of the government and which have not
been established as a result of an agreement
between governments. NGOs can be

research institutions, professional
associations, trade wunions, chambers of
commerce, youth organisations, religious
institutions, senior citizens associations,
tourist bodies, private foundations, political
parties, Zionist organisations, funding or
development international and indigenous
and any other organisation of a non-

governmental nature.
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World Bank (1990, cited by UNEP 2003) stated that
an NGO is (a) formally or informally organised
around shared purposes; (b) non- governmental,
and so not part of the state apparatus; (c) self-
governing, rather than externally controlled; and
(d) voluntary both in the sense of being non-
compulsory and in the sense of voluntary
involvement in their governance or operations.
NGOs include charitable and religious associations
that mobilise private funds for development,
distribute food and family planning services and
They also

promote community organisation.

include independent cooperatives, community
associations, water user societies, women's groups
and pastoral associations. Citizen Groups that raise
awareness and influence policy are also categorised

as NGOs.
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An organization or group of people working

independent of any external control
with specific objectives and aims to fulfill
tasks that are oriented to bring about
desirable change in a given community or
areas or situation.

An independent, democratic, non-sectarian
people’s organization working for the
empowerment of economic and/or socially
marginalized groups.

An organization not affiliated to political
parties, generally engaged in working for aid,

development and welfare of the community.
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Characteristics of NGO :eda),, 2,03 MO TEINS)

An NGO is a non-profit making, voluntary,
service-oriented/ development oriented
organization, either for the benefit of
members (a grassroots organization) or of
other members of the population (an
agency).

It is an organization of private individuals
who believe in certain basic social principles
and who structure their activities to bring
about development to communities they
are servicing.

It is a social development organization

assisting in empowerment of people.
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An organization committed to the

root causes of the problems trying

to better the quality of life
especially for the poor, the
oppressed, the marginalized in

urban and rural areas.

Organizations established by end
for the community with or without
little  intervention from the
government; they are not only a
charity organization, but work on

socio—~economic-cultural activities.
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NGO Management :dc), 2 c)a3& T

Management means managing any
activity, carrying out the activity in such a
way that it leads to achievement of goals in
time. It is a problem solving process of
effectively achieving organizational
objectives through the efficient use of scarce
resources in a dynamic environment.

Management is applicable in every
sphere of life. It is applicable from household
activities to business activities. Management
principles are helpful in any type of
organization — small scale to large scale,

profit organization to non-profit organization

to meet the objectives and targets in time.
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Definition of Management :x83e@HBOD w0505

There are different opinions about
Management. Different experts and
scholars have defined management in a
different way. Some have defined
management as an art, some have defined
management as a series of steps with
specific functions. Definitions according to
various experts are given below:

Peter Drucker has defined
management as, “Management is a
multipurpose organ that manages a
business and manages manager, and

manages worker and work.
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Henry Fayol has quoted management as
“To manage is to forecast, to plan,
to organize, to co-ordinate and to
control.”

As per Mary Parker Follett

“Management is the art of getting
things done through people.”

George R. Terry defines management as
“A process consisting of

planning, organising, actuating and

controlling, performed to determine

and accomplish the objectives by the

use of people and resources.”
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Importance of Management Q38 BBOD B3I,

1. Achievement of goals or meeting targets in * RDODTF, MHOAY JPI  oywe
MONYLT), TOPAIFPHT): I3 ROA O3
RODID) FTO) ™MD BVRODTBD I, ™MD
O[¢DIOVINVY BRODTIITI. 2003
proper planning, direction, coordination B, ATED, AeNT00 803, 250,38
and control overall activities, one can WENBEIBTAY I, DON0IANE NPT,
02,00 MONFIT), RIPRIWDITID 03,
REDODT, ROFEIOD MONP[,

time : Every organization has some goal to

accomplish and has target line. By

achieve goals and meet the targets of

organization in time.

&PTARWIVIT.

2. Stability and growth : Management ensures 2,03 53y, BLBBR: R0R.0H 07359053
the effective and optimum utilization of FOB[RONY TOHIeNTID D3y, MO,
available resources of the organization. It WFTADP, DBFTH®  WRIYRPRIIT.
controls the wvarious activities and Elos 0Je)T3 eI D3,
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operations, integrates the functions.
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3. Change and development - Organization

that follows management concepts, is
aware of the changing environment
and can foresee the development in
future.

effectiveness —

Efficiency and

Management functions are

Planning, Organizing, Leading and

Controlling. These functions bring
efficient and effective human efforts

and operations.

cont
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Concept of Management of NGOs : &), 2.11% Q)e3E BTHBO BOT, S

According to Peter Drucker, non
profit organizations need management all
the more, because they do not have a
conventional bottom line. The corporate
sectors and business organisations have
objectives of profit making, so they
adhere strictly to management principles
to achieve the maximum results. NGOs do
not have objectives of profit making, but
they also need to follow management
principles as there is always the shortage

of resources in most of the NGOs.
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Objectives or Mission Statement :90Z3 NS €TI0 cLRD°® BCPT

Every organization, profit or non-profit,
commercial or welfare, small or large needs to
define its objectives. Without defining the
objectives, an organization remains directionless.
Objectives are important in laying down the targets
and measuring organizational performance.

A mission statement throws light on the
reason for organisations existence, who would be
the beneficiaries and their needs / problems, which
strategies will be employed to solve these problems
/ satisfy their needs, and what is to be achieved.

In case of NGOs, Mission / Mission
statement satisfies this need. For deciding the

objectives / Mission, the general requirements are:
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Identifying a problem
Finding probable solutions to the
problems
Measures to be taken / products to
be distributed / marketed
Beneficiaries to be rescued from the
problem.

Every NGO must have a

properly defined mission statement
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Organisational Budget: R002_T 2023¢3°:

Every organizational work related to
peoples development & financial supports
are necessary for the concerned
development. But expenditure in a
planning way need a pre-planning of
income and expenditure plan or plan of
income and expenditure which called as a
“Budget”. This a financial plan or to assess
the expenditure. Budget is not a new
word. The word “Budget” is a financial
term which has nice history . The word
“budget” is derived from a French word,

Bougette, meaning a leather bag or wallet.
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Definition of Budget:

Budget is a complete financial forecast
based on available data about the
financial condition of the agency during
coming vyear. It is a process of
determining distribution of funds for
certain definite welfare services based
on an examination of needs and
availability and  effectiveness  of
programmes to deal with them and the

relevant importance attached to them

by the community.
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* It is an estimated of the proposed expenditure
for a specific period and the purpose and
proposed means of securing the income
required.

e Budget is a basic means of controlling the
programmes as well as the funds.

Dimock : A budget is a financial plan summarizing
the financial experience of the past stating a
current plan and projecting it over a specified
period of time to time .

Harold R.Bruce : A budget is a financial statement
prepared in advance of the opening of a fiscal
year of the estimate revenues and proposed
expenditures of the given organization of the

ensuing fiscal year .
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Point of Budget

Budget is related to financial
transactions

This is a financial plan for the
organisational as well as for the
development

This plan indicates not only the
expenditure but also the collection
of funds

Well organised budget can save the

institutions.
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Importance of Budget :2023¢3° 559,e30053

Budget is important for
administration since it acts as a tool for it
and as an instrument for social and
economic policy as well as planning. As a
tool of administration, the budget is
important since-From nineteenth century,
the functioning of state has increased
manifold in all directions. In order to
standardize financial allocations and
expenditures, several developments in
financial administration has taken place
including introduction of budget system.

Presently, the budget has now become a

vital tool of financial administration.
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Vi.

Budget is schedule of activities;

It is means of financing these
activities;

It brings out estimate of
anticipated revenues and proposed
expenditure together;

It executes efficiently the functions
and services of organization;

It helps in attaining economy and
efficiency; and

It acts as a tool of control in

democratic process.

cont
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As an instrument of social and
economic policy, budget is vital for
the formulation and implementation
of policies, especially economic
policies, production policies,
distribution policies and taxation
polices. As an instrument of
planning, budget is important for the
preparation and  execution of

different plans.
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Elements of Budget

The above definitions suggest the
following elements of Budget:

It requires some authority to sanction
it.

It is for a limited period.

It is equipped with procedure and
manner for collection of revenue and
administration of expenditure.

It acts as control mechanism of financial
affairs.

It is a statement of expected revenue

and proposed expenditure.
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Thus, Budget denotes the
document which contains estimates
of revenue and expenditure of an
organization or whole country,
usually for fixed period. It presents a

proposed program of action also.

cont
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Functions of Budget : 202383, ToODENS)

It shows details of sources available with the
organization.

It fixes priority among needs as per resources.

It enhances efficiency of the organization. It
provides systematic completion of goals of
organization.

It presents the whole picture of the organization.
It acts as a means of control in organization.

It paves the way for formulation of socio-
economic policies.

It is helpful in execution of plans and programs.

It acts as guide to staff of organization about the
manner of spending money on various schemes

and heads of account.
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Social Welfare or agencies considered the followings as types of budget singly or in

combination form.
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Line Item Budget. This budget shows that how the

money is to be spent but shows not depict
what the agency does. It is not program
oriented. The proposed expenditures for each
department or unit are listed for a specific

period of time.

Program Budgeting. It is related to cost

estimates and specifies of each program
and this budget may cover several years
particularly as a program is offered and

approved for specific amount of time.
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Functional Budgeting. This budget lists all
revenues and expenditures, particularly as
they relate to management and general
functions, fundraising functions and
identifiable program offered by the agency.

Zero Based Budgeting. This budgeting operates
on the premise that an agency must start
from scratch and each year justify financial
request it makes. In other words, the
agency starts with no money each year and
describes and justifies all expenditures that
are claimed for the ensuring year, whether

they have existed before or not.
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Formulating of Budgets 2023¢3° Cod®)e)T3)

Main steps involved in formulating
budgets are as follows: Budget
formulation and implementation is the

main task of every organization.

1. Specific Goals to Needs

According to the needs of agency,
organization specific goals should be
chalked out. These goals and objectives
can be observed and measured for the
purpose of periodic evaluation of the
performance of agency in the delivery of

social services.
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2. Ascertaining facts regarding the
operation of agency:

Available basic  information
regarding current and past operations
of agency must be collected and
studied. This should include both
competition and non compactions of
operations. The facts gathered should
be seen for the whole agency as well as
in terms of staff and professional

workers.

2.
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3. Looking at specific alternatives for the

operation of agency, organization,
particularly in terms of money:

The good and effective
administrators try to look at
alternatives for the utilization of
money to be sanctioned in the year.
However, creativity and
innovativeness should be linked with

existing services.

DB,

FoFEIod
FTOOJRF2IFVH™N ADFR,,
ROJEFODNY' VY, SRCTBIFHTD,
BCRRNON BT dRODTE)_ :
N3N NI, ROV TD
NINDI oM RRERS,
N0 %PVINLITOC 3 EII
WFATRP RS  BONEODNFI),
SRLTBEN B0 S, RIT0.
e3TIONMDs, Ay ADOIZ eI,
N NIGVCIOWINNY €92,3,03¢) 3de3
ARBNLRODN BrattemnuIt™.



4. Deciding upon priorities for the agency:

This involves studying different
alternatives and listing them in order of
priority. The policies and goals of
agencies should be kept in mind while

finalizing priorities.

5. Finalizing decision regarding the budget:

Final decision regarding budget
should be based on facts gathered
needs and potential of agency,
organization as well as members of

agency or organization.
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Providing adequate interpretations
and public relations:

After the adoption of
blueprint of budget, it should be
interpreted to persons who are in
power. For this, public relations as
well as interpretations can be made
with those who play a major role in

the sanction of the budget.
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Thus, it can be concluded
that total budget formulation
process involves (a) pre planning
(gearing up for the process); and
(b) launching (the planned
budgeting process), data gathering
and analysis, objectives setting,
programming the  objectives,
preparing and testing the budget,
modifying the budget and adopting
a balanced budget (United Way Of

America Quoted By Skid More).
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SOURCES OF FUNDING OF NGOs: ), 201% RO a0RONS):

The NGOs rely on funding
from variety of sources for their
projects, administrative costs and
their overall functioning. These
sources could be internal sources
like membership fees or could be
external sources like funding from
government. NGOs may depend on
some large number of donations or

more small number of donations.
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I] Internal sources: Internal sources of
funding  are membership  fees,
subscriptions, interests/ dividends, sales
of products, individual donations and
rent.

Membership fees — Annual fees charged
for becoming a member of the
organization is the membership fees.

Subscription — Fees is charged by the
organization for subscribing in-house

magazine or bulletin or any other type

of publication.
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Interests/dividends — On any short term or
long term investment of NGO, interest /
dividend is received.

Sales of products — Funds are raised by sale
of products like handicraft items, food
items and candles that are generally
prepared by the beneficiaries.

Individual donations — Any member of the
NGO may give funds from his pocket as
individual donation.

Rent- In case the NGO leases out its
property like office, rent becomes the

internal funding source
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Il] External sources: External sources include

Government, Foundations, Trusts,
Funding Agencies, Corporations, Public
donations, Self financing. Government-
“By and large, funds from government to
the work of voluntary organizations have
been coming right from independence.
Central Social Welfare Board and Khadi
and Village Industries Corporation are
two early examples of funding the work
of certain types of activities of Voluntary

Development Organisations”.
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The Central and State

Governments have many schemes of
various Ministries and Departments in
the areas like Education, Health,
Children and Women welfare, Human
Resource Development, Environment,
Rural Development. Many NGOs
receive funds from government to

work on their projects.

cont
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Corporations: Corporate sector includes NI AV AT TR/ OLES? NDIOWN)
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the corporations and business houses
acting as a funding source for NGOs.
Public donations : Donations given by an

individual or a group of individual for

charitable cause, fall under this 9T 23eednne & ®RE
category.  According to a national 203363, INT 2903T RIe303) 28
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Communication: In social work administration, communication is very important
and it is like the life line of the organization. In an organization the role of
communications is very important as it means that the exchange of information
among staffs among staffs and managers among managers and seniors are creating
the healthy atmosphere in the organization. Right communication enhances the
effectiveness of organization because effectiveness depends upon sharing

information views and feelings among staff members.
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V.P Shintre: Communications includes all methods of transmitting information and

opinions. The term also used to refer a particular message.
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M.L Blum: Communication therefore must be regarded as two way process in
which employer and employee has equal opportunity to convey their meaning, their

feelings and their actions to each other.
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Characteristics’: Following are the characteristics of the concept: (i) It has a two
way process (ii) There are two persons and must have a content of communication.

(iii) It has a media or medium (iv) It directs actions.
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Types of Communication: It can divide into verbal or non-verbal communication.
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(1) Verbal Communication: It refers to the spoken medium .One should speak and other
will listen. In social work administration this communications can take place in

meeting, conferences, interviews, face-to-face contact.
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(2) Non-Verbal: Where only indications of showing the body gestures like
movement of eyes, posture, speaking style and movement of body parts to show the

context.
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(3) Written Form: This is very easy to understand as like writing in various ways

inform of messages, instructions, and orders in a written form.
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(4) Methods of Communication: (i) Visual Media carries like personal message,

manuals, handbooks, newsletters, signs, employee publications etc.
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(ii) Audio Media: It consists of conversion, interviews, committees, conferences. Audio

Visual Media: It consists like television facility, demonstrations etc.
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Public Relations:

The practice of maintaining a healthy relationship between organization and its
public/employees/stakeholders/investors/partners is called public relations. Public relation activities
ensure the correct flow of information between the organization and its public also called its target
audience. Public relations goes a long way in maintaining the brand image of an organization in the eyes
of its audience, stake holders, investors and all others who are associated with it.
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Public Relation Activities

Here are some ways of enhancing an organization’s brand image:

1. Addressing the media

2. Speaking at various press conferences, seminars.

3. Advertisements to correctly position the brand, Pamphlets, Brochures, magazines notices,
newsletters and so on.

4. Corporate Social responsibility(CSR Activities)

5. Introducing various loyalty schemes for customers like membership cards, premium clubs so as to
retain the customers.

6. Various events, shows and activities.
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Effective Public Relations

Public Relations is said to be effective under all the below circumstances:

Awareness: To create a positive image of an organization, the message must reach the public. Information must reach in its
desired form for effective public relation.

Acceptance: The audience must understand what the message intends to communicate. They ought to agree with the
message.

Action: The audience ought to give feedback to the organization accordingly.

To conclude public relations is nothing but an effort to present one’s organization in the best light
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These strategies are as follows:

S 303NeH BeNa3:

1. Growth. Maintain the relationship with those donors who have donated
previously and motivate them to suggest other likeminded persons to be as

potential donors.
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2. Involvement. Donor should be treated well so that they should respond to the

appeals of agency for participation in grassroots fund raising efforts.

3RBNATRT,IT. WOAONT), V3NN [ONEIRLICD
VEO0RE 9By IFHEE IDFONTE  BOHI,RTE),
ARIAINICTIMNOIC FAY N KOVWER VN IN AR RO I AT A G AR



3. Visibility. Relationships should be open and honest leading to generate good

image in the public.
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4. Efficiency. Donor should be responsive and loyal which can be obtained by

recognizing and appreciating their response.
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5. Stability. The stability of organization and its finances goes a long way in

maintaining and sustaining relationship with donors.
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Regulation and Supervision
The organization which is engaged in fund raising should be properly regulated and

supervised and some of the regulations are as follows:

QON0I)ED 2D, 20 23T
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1. The organization/agency should have a welfare program for
people/community.

. It should function at nonprofit basis.

. Money should be raised for charitable purposes.

. The organization/agency should have proper registration.

2
3
4
5. Itshould be in operation for the last three years.
6. It should have proper and active governing board.

7. It should have community sanction.

8. Itshould have realistic budget and proper system of accounting and audit by
properly qualified account and audit personnel.

9. Itshould have proper public relations.

10. It should prepare proper reports and retunes and submit to proper authorities.
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What is a record?

Records are “information created, received, and maintained as evidence and information by an
organization or person, in pursuance of legal obligations or in the transaction of business.”
Examples include final reports, emails confirming an action or decision, spreadsheets showing
budget decisions, photographs or maps of field missions, which need to be kept as evidence.

0D ROWTCI?

APENGIALS ACOLEMWOINN SIAIND) TEI OTBINY
eIV AOTeIN 9200 335e3TOTT 2330003, 20T
RNOA, PR WVgFONOTW AFs a0I), 0d0303N
03RS, ALTDAW DI, D3 0d0d. ”
VTRT/TB/NF). 903D  R[CANY, JOD 9200
QAPIETII), &y Dhi2fTORIE B[R N, 202 E3°
QTOECNRP, 3/0RI A, TTEACEFNS,
ChaO3ieB3Neh P00 TLF) ToONENY JSFNAYD
A0S, YRINFD), A3 0N YT3ETONG .

Concept of records

Records are the collective form of written data that are made for future use. They are the memory
of the office record. Management is an art of handling and maintaining office records from the
time of creation to the time of disposal. Office records are the informational documents used by
the organization to carry out is major functions. It is also defines add the material and data
prepared for future reference. It includes written papers, invoices, reports, vouchers, files etc.
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Why are records important?

The key difference between information, documents, and records is their level of accountability.
We generate or receive information all the time, in articles, newspapers, radio reports, or books. If
that information is useful but does not provide evidence of our actual official work, or our actions
or decisions, we treat that information as a “non-record”: it is informative but cannot be used to
prove that we did or did not take a certain action.
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Within our daily work, we all create, receive, and use documents. We send and receive emails,
draft memos, or write reports. We need those documents for a few minutes, hours, or months, to
help us to work consistently and productively and to keep track of progress in projects and
activities. Documents become records when we use them to inform our colleagues and ourselves
of what has been done or decided or when they provide examples of or background to previous
work or evidence of our actions or decisions.
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When a document provides evidence, we “declare” it to be a record. That is, we store the record in
an official records system so that we can find and use it again easily. If the document is superseded
or obsolete — an email confirming a lunch appointment is no longer needed when lunch is over —
we do not need to declare that document as a record. We destroy that document so it does not take
up valuable space in our records systems.
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Records come in all formats

R, A SRJBNFE) oSNNS 03033
Documents may be created or received in many ways and can come in a variety of formats, both

electronic and paper. Records include word-processed documents, email and text messages,
spreadsheets, or PDFs; notes, memoranda, reports, maps, plans, forms, or templates; digital or film



photographs, video tapes, audio tapes, CDs, DVDs, or other recordings; or data held in databases.
Records may be found in paper filing cabinets, databases, electronic record-keeping systems,
email software tools, computer hard drives, and network servers. Regardless of where records are
created and kept, they need to be managed according to formal processes.
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Reference: https://archives.un.orqg/sites/archives.un.org/files/1-quidance what is a record.pdf



https://archives.un.org/sites/archives.un.org/files/1-guidance_what_is_a_record.pdf

Concept of record management

Record management is the area of office management which deals with the maintenance of records
of organization. It is very important for management for control of records. It is an art of handling
and maintaining office records from the time of creation to disposal. The records are
systematically maintained to preserve for future use. Record management refers to the activities
designed to control the life cycle of a record.
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Stages of record management

1. Creation of records
It is the first stage of record management. It is the most important stage. In this stage records
are either created inside the organization or are received from outside the organization in
form of letters or notices.
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2. Storage of records
It is the second step of record management. Once records are created they must be retained
or protected. This stage is also known as retention of records. It is the preservation of
records for future reference. The records are recorded in such a way so that it can be easily
located in the required time.
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3. Use of records
It is the third stage of record management. In this step the stored records in the past are used
for planning, organized, deciding, and preparation of accounts and so on.
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4. Disposal of records
It is the fourth and last stage of record management. Records cannot be stored forever.
Outdated records must be destroyed or disposed.
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Types of records

1. Correspondence records
Correspondence records may be created inside the office or may be received from outside the
office. For example, letters, circulars, memos, notices etc.
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2. Accounting records
The records relating to financial transactions are known as financial records. For example, cash
receipt, deposit slip, sales records, profit or loss statement, vouchers, balance sheet etc.
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3. Legal records

The records that meet the legal requirement of the organization are called legal records. They
maintain the legal procedures and help in fulfilling the legal requirements and formalities. Their
documents involve memorandum of association, articles of association, government rules and
regulation etc. it can also be presented at the court.
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4. Personnel records

The records that are related to personnel of organization is known as personnel records. It includes
personnel history card, salaries and bonuses to employees, their promotion and work history,
history of absenteeism, name, address morality etc.
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5. Progress records

The record that gives the information about the progress of the organization or department is
called progress records. It includes the records of sales, purchases, cost, budget, liquidity and so
on.
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6. Miscellaneous records

The records which are not covered by above types of records are known as miscellaneous records.
They are related to expansion, diversification and other activities of the business.
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Principles of Records:

1. Principle of purpose

While maintaining the record, the purpose of record keeping should be clear. Records without
purpose are a waste of time, labor and money. The purpose of record keeping should not be
unsuitable for organization.
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2. Principle of verification

There must be evidence of all the documents which are preserved in an office. If the verification is
not possible, it has no value as proof in court.
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3. Principle of classification

All the records should be classified on the basis of nature of documents. Proper classification of
records helps to avoid confusion. It helps in proper evaluation of business performance.
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4. Principle of reasonable cost

While maintaining the record, the cost factor should be considered. Therefore, the valuable
information should be recorded systematically and useless information should be disposed.
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5. Principle of elasticity

The process of record management should be elastic in capacity i.e. it should be capable of
being expanded or contracted according to requirement.
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6. Principle of retention of records



The main objective of record management is to preserve the required document for future
reference. The unnecessary document should be disposed. Therefore, according to value and
importance of records should be preserved.
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7. Principle of availability

Records are preserved for future reference. It should be protected in such a way that required
information should be easily available. The records are useless if they are not available in the
current time.
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Importance of record management

1. Preservation of record

It helps in management and control of important records. It helps to protect necessary records with
care and disposes useless records.
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2. Evaluating progress

It helps in evaluating progress of organization. It helps in preservation of history of organization.
The past records show direction to organization. It helps in finding out the weakness and strength
of organization. Record management gives the account of progress and direction in which
organization is going on.
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3. Facilitate comparison
Record management helps to evaluate business progress and performance. It helps in comparison
between one period of time and another or between same times of business.
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4. Helpful in decision-making

Records are the memory of business. It is useful for future decisions making process. The study of
past records shows direction for future. It supplies information to organization whenever it is
needed. Therefore, it helps in taking decisions.
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6. Efficiency in operation

7.
Record management helps to provide required information with speed and accuracy. It helps
to make office work efficiently and effectively. It helps to increase efficiency of the office.
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6. Evidence

Records acts as an evidence in the time of dispute. It is important for the settlement of dispute. It
can be shown as proof in court.
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Reference: https://tyrocity.com/topic/types-of-records/
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Audit’

Definition: Audit is the examination or inspection of various books of accounts by an auditor
followed by physical checking of inventory to make sure that all departments are following
documented system of recording transactions. It is done to ascertain the accuracy of financial
statements provided by the organisation.
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Description: Audit can be done internally by employees or heads of a particular department and
externally by an outside firm or an independent auditor. The idea is to check and verify the
accounts by an independent authority to ensure that all books of accounts are done in a fair manner
and there is no misrepresentation or fraud that is being conducted.
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Managing audits

An audit is an independent examination of your activities which concludes whether they are

in good order or not.
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Audits can seem threatening. But they bring two important benefits:

« Firstly, audits allow an NGO to provide evidence that it is being honest in its financial
statements, or that it is following procedures properly.

« Secondly, audits provide useful learning opportunities. Auditors can provide advice on
financial controls or systems - or investigate specific issues.
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There are four types of financial audit:

An external audit checks whether financial statements are true and fair

An internal audit checks whether policies and procedures are being followed

A donor audit checks whether grant terms and conditions have been followed

An investigative audit looks for evidence relating to a specific suspected wrong-doing
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External audit:
An external auditis carried out by independent auditors. They give a professional
opinion as to whether financial statements are true and fair, based on carefully
checking a sample of the records. Their opinion is important because it provides

evidence that financial reports are reliable - which means a lot to stakeholders like
trustees and donors.
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https://www.humentum.org/free-resources/guide/audit#external
https://www.humentum.org/free-resources/guide/audit#internal
https://www.humentum.org/free-resources/guide/audit#donor
https://www.humentum.org/free-resources/guide/audit#investigate
https://www.humentum.org/Guide/ExternalAudit

Internal audit

An internal audit may be carried out by an organisation's own staff or by experts specially hired

for the job. It involves checking whether the organisation's policies and procedures are being
followed in practice. This gives trustees up to date information about how risks are being properly

managed in practice.
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Donor audit

A donor audit may be carried out by the organisation’s normal external auditors (on a separate or
additional engagement to the standard year end audit) or sometimes by donors themselves. This
gives donors confidence that their funds have been properly used and the grant conditions are

being complied with. A successful audit is often a requirement for further funding.
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https://www.humentum.org/Guide/InternalAudit

Investigative audit

An investigative audit may be carried out when an organisation suspects a specific problem
(usually fraud), and auditors are brought in to establish the facts. The auditors may provide

evidence for further action that the organisation may choose to take.
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Reference: https://www.humentum.org/free-resources/quide/audit

Importance of audit:

Auditing is a means of evaluating the effectiveness of a company's internal controls.
Maintaining an effective system of internal controls is vital for achieving a company's
business objectives, obtaining reliable financial reporting on its operations, preventing fraud
and misappropriation of its assets, and minimizing its cost of capital. Both internal and
independent auditors contribute to a company's audit system in different but important ways.

Enables the Pursuit of Business Objectives

Having an effective audit system is important for a company because it enables it to pursue
and attain its various corporate objectives. Business processes need various forms of
internal control to facilitate supervision and monitoring, prevent and detect irregular
transactions, measure ongoing performance, maintain adequate business records and to
promote operational productivity. Internal auditors review the design of the internal controls
and informally propose improvements, and document any material irregularities to enable
further investigation by management if it is warranted under the circumstances.


https://www.humentum.org/free-resources/guide/audit

Assess the Risk of Misstatement

Auditors assess the risk of material misstatement in a company's financial reports. Without a
system of internal controls or an audit system, a company would not be able to create
reliable financial reports for internal or external purposes. Thus, it would not be able to
determine how to allocate its resources and would be unable to know which of its segments
or product lines are profitable and which are not.

Additionally, it could not manage its affairs, as it would not have the ability to tell the status of
its assets and liabilities and would be rendered undependable in the marketplace due to its
inability to consistently produce its goods and services in a reliable fashion. Accordingly, an
audit system is crucial in preventing debilitating misstatements in a company's records and
reports.

Fraud Prevention and Detection

Internal audit serves an important role for companies in fraud prevention. Recurring analysis
of a company's operations and maintaining rigorous systems of internal controls can prevent
and detect various forms of fraud and other accounting irregularities. Audit professionals
assist in the design and modification of internal control systems the purpose of which
includes, among other things, fraud prevention. An important part of prevention can be
deterrence, and if a company is known to have an active and diligent audit system in place,
by reputation alone it may prevent an employee or vendor from attempting a scheme to
defraud the company.

Cost of Capital

The cost of capital is important for every company, regardless of its size. Cost of capital is
largely comprised of the risk associated with an investment, and if an investment has more
risk, an investor will require a higher rate of return to invest. Strong audit systems can reduce
various forms of risk in an enterprise, including its information risk (the risk of material
misstatement in financial reporting), the risk of fraud and misappropriation of assets, as well
the risk of suboptimal management due to insufficient information on its operations.



Definition and Meaning of Auditing

The term ‘audit' has been derived from the Latin term ‘audire' which means ‘to
hear.' In early days a person had to listen to the accounts read over by an
accountant to check them. He was known as the auditor.

There is no precise definition of the word ‘audit.' Originally, its meaning and
use were confined merely to cash audit and the auditor had to ascertain
whether the person responsible for the maintenance of accounts had properly
accounted for all the cash receipts and payment on behalf of this principle.
Audit means performance to ascertain the reliability and validity of the
information. Examining books of accounts along with vouchers and documents
to detect and prevent future errors/frauds is the main function of auditing. It
safeguards the financial interests of the organization.
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A few writers have defined the term ‘auditing' is their own way —
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Lawrence R. Dicksee — “An audit is an examination of accounting records
undertaken with a view to establishing whether they correctly and completely
reflect the transactions to which they purport to relate.”
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Taylor and Perry — “Audit is defined as an investigation of some statements

of figures involving examination of certain evidence, so as to enable an auditor
to make a report on the statement.”
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F.R.M De Paula — “An audit denotes the examination of Balance Sheet and
Profit and Loss Account prepared by others together with books of accounts
and vouchers relating thereto in such a manner that the auditor may be able to
satisfy himself and honestly report that, in his opinion, such Balance Sheet is
properly drawn up so as to exhibit a true and correct view of the state of affairs
of the particular concern according to the information and explanations are
given to him and as shown by the books.”
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Basically, auditing has the following elements —

- a critical examination of the books of accounts of the business.

- carried out by an independent practitioner who is qualified, known as the
auditor,

- carried out with the help of vouchers, documents, information and
explanations.

- the auditor satisfies himself by the examination of financial accounts and it's
authenticity.
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Purpose of Audit

The purpose of auditing can be classified into two categories —
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a) Primary objective :

» As per Section 143 of the ,
the primary duty of the auditor 1is to report to
the owners that the accounts, financial
statements give a true and fair view of the state
of the company's affairs as at the end of 1its
financial year and profit or loss and cash flow

for the year and such other matters as may be

prescribed.


https://legodesk.com/legopedia/companies-act-2013/
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b) Secondary objective or incidental objective :

It is also known as incidental objective. The incidental objectives are:-

- Detection and prevention of frauds

- Detection and prevention of errors
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Importance of Audit

Audit satisfies the owner about the working of the business operations and
the functioning of its various departments.

The audit helps in the detection and prevention of errors and frauds.

The audit helps in maintaining the records and verification of books of the
books of accounts.

The independent opinion of the auditor is extracted through auditing which is
extremely essential for the management of the company.

The audit establishes a moral check on the staff of the business so that they
became aware of not committing any irregularity. This makes the staff more
active and responsible.

Audit protects the interests of the shareholders in the case of a joint-stock
company by assuring them that their accounts are being managed properly
and their interests will not suffer under any circumstances.

Audit creates confidence among stakeholders such as creditors, debenture
holders, and banks, etc.

Audited statements ensure compliance with legal requirements such as listing
requirements of stock exchange etc.

Auditing reinforces and strengthens Internal control and provides suggestions
necessary in the internal control system.

Audited financial statements enable easy access to loans because it provides
a crystal clear image to the banks.
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Reference: https://legodesk.com/legopedia/what-is—-auditing/
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Research

What is Research?

Definition: Research is defined as careful
consideration of study regarding a particular
concern or problem using scientific methods.
According to the American sociologist Earl
Robert Babbie, “research is a systematic inquiry
to describe, explain, predict, and control the
observed phenomenon. It involves inductive

and deductive methods.”

Inductive research methods analyze an
observed event, while deductive methods verify
the observed event. Inductive approaches are
associated with qualitative research, and
deductive methods are more commonly

associated with quantitative analysis.
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What are the characteristics of

research:

Good research follows a systematic approach
to capture accurate data. Researchers need to
practice ethics and a code of conduct while
making observations or drawing conclusions.
The analysis is based on logical reasoning and
involves both inductive and deductive
methods.

Real-time data and knowledge is derived from
actual observations in natural settings.

There is an in-depth analysis of all data
collected so that there are no anomalies
associated with it.

It creates a path for generating new
guestions. Existing data helps create more

research opportunities.
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It is analytical and uses all the available
data so that there is no ambiguity in
inference.

Accuracy is one of the most critical
aspects of research. The information
must be accurate and correct. For
example, laboratories provide a
controlled environment to collect data.
Accuracy is measured in the instruments

used, the calibrations of instruments or

tools, and the experiment’s final result.
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What is the purpose of research?

There are three main purposes:

Exploratory: As the name suggests,
researchers conduct exploratory studies to
explore a group of questions. The answers
and analytics may not offer a conclusion to
the perceived problem. It is undertaken to
handle new problem areas that haven’t been
explored before. This exploratory process lays
the foundation for more conclusive data
collection and analysis.

understand the effect of rebranding on

customer loyalty.
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Descriptive: It focuses on expanding knowledge

on current issues through a process of data
collection. Descriptive studies describe the
behavior of a sample population. Only one
variable is required to conduct the study. The
three primary purposes of descriptive studies are
describing, explaining, and validating the
findings. For example, a study conducted to
know if top-level management leaders in the
21st century possess the moral right to receive a
considerable sum of money from the company
profit.

Explanatory: Causal or explanatory research is
conducted to understand the impact of specific
changes in existing standard procedures. Running
experiments is the most popular form. For
example, a study that is conducted to to
understand the effect of rebranding on customer

loyalty.
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cont

Research begins by asking the right
guestions and choosing an appropriate method
to investigate the problem. After collecting
answers to your questions, you can analyze the
findings or observations to draw reasonable
conclusions.

When it comes to customers and market
studies, the more thorough your questions, the
better the analysis. You get essential insights
into brand perception and product needs by
thoroughly collecting customer data through
surveys and questionnaires. You can use this
data to make smart decisions about your
marketing strategies to position your business

effectively.
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To be able to make
sense of your research and
get insights faster, it helps
to use a research
repository as a single source
of truth in your organization
and to

manage your

research data in onhe

centralized repository.

cont
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Types of research methods and example

Research methods are broadly classified as
Qualitative and Quantitative

Both methods have distinctive

properties and data collection methods.

Qualitative methods

Qualitative Research is a method that
collects data using conversational methods,
usually The

open- ended questions.

responses collected are essentially non-
numerical. This method helps a researcher
understand what participants think and why

they think in a particular way.

Types of qualitative methods include:

One-to-one Interview
Focus Groups  * Ethnographic studies

Text Analysis * Case Study
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Quantitative methods

Quantitative methods deal with numbers

and measurable forms. It uses a
systematic way of investigating events
or data. It answers questions to justify
relationships with measurable variables
to either explain, predict, or control a

phenomenon.

Types of quantitative methods include:

Survey research
Descriptive research

Correctional research
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Remember, research is only valuable and
useful when it is valid, accurate, and
reliable. Incorrect results can lead to
customer churn and a decrease in sales.

It is essential to ensure that your data is:
Valid — founded, logical, rigorous, and
impartial.

Accurate — free of errors and including
required details.

Reliable — other people who investigate in
the same way can produce similar results.
Timely — current and collected within an
appropriate time frame.

Complete — includes all the data you need

to support your business decisions.
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tips for conducting accurate research

Identify the main trends and issues,
opportunities, and problems you observe.
Write a sentence describing each one.

Keep track of the frequency with which each
of the main findings appears.

Make a list of your findings from the most
common to the least common.

Evaluate a list of the strengths, weaknesses,
opportunities, and threats that have been
identified in a SWOT analysis.

Prepare conclusions and recommendations
about your study.

Act on your strategies
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Look for gaps in the information, and

consider doing additional inquiry if
necessary

Plan to review the results and consider
efficient methods to analyze and dissect
results for interpretation.

Review your goals before making any
conclusions about your research. Keep in
mind how the process you have completed
and the data you have gathered help
answer your questions. Ask yourself if what
your analysis revealed facilitates the

identification of your conclusions and

recommendations.
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Resource Mobilization A0TSR FRCriATTED

Resource mobilization is all the
means that an organization should
acquire to implement its action plan. It
goes beyond fund raising. It entails
obtaining various resources from a
multitude of partners, by different means.
Thus resource mobilization could be seen
as a combination between:

Resources: elements necessary for the
running of an organization.

Mechanisms: means which make it
possible to obtain resources directly.

Partners: persons and/or institutions

providing resources.
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Definition:

Resource Mobilization is a process,
which will identify the resources essential for
the  development, implementation  and
continuation of works for achieving the
organization's mission. In real terms, Resource
Mobilization means expansion of relations with
the Resource Providers, the skills, knowledge
and capacity for proper use of resources.

Resource Mobilization does not only
mean use of money but it extensiveness denotes
the process that achieves the mission of the
Organization through the  mobilization of
knowledge in human, use of skills, equipment,
services etc. It also means seeking new sources
of resource  mobilization and right and

maximum use of the available resources.
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The Importance of Resource Mobilization

Todiversify and expand resources.

Resource Maobilization helps to formulate an
independent budget.
To break the tradition of running the specific
programs of any donor agencies only.
To spend in the program of the
Organization's liking.
Todecrease dependency on others.
To save oneself the chance of becoming
contractors of foreign donor agencies.
For sustainability of the Organization and
program.
For maximum use of domestic capital and

skills.
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To expand deep relations with the

stakeholder and community.

To clean the 1image of the

Organization and expand relations.

To fulfill
community.

responsibilities  towards the

To run programs based on the

genuine needs of the community.

To disseminate the good practices of the
Organization.

To develop new thinking and challenge the old
traditions.

To enhance the dignity of one's Organization.
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Features

Resource identification

Identification of Resource Provider
Identification of mechanism to receive
resource

Expansion of relations with the Resource
Provider

Right use of resource

Knowledge and skills to Resource
Mobilization

Human skills, service, information, equipment
Seeking out new resource

Thought of institutional sustainability

Lower financial risk
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Reasons for the requirement

In order to continue with its work
and achieve the works and targets.

In order to begin or plan for new
work.

In order to enhance or
maintain relationship with the
community, individuals,

Government Organizations, Private
organizations or donor agencies.

For the development of the
various conditions of the

Organization.
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Types of Resources

In  general terms, Resource is

understood as materials, goods or services
that help fulfill the organization's needs.
Materials, money, human (man and woman),
means and time are Resources that are used
by Group, organization and individuals to
fulfill their objectives. Resource is required
by every kind of organization to fulfill its
objectives. It is essential to know the type of
resource, its normal availability and the
estimated cost to attain the require resources
in order to carry our works as per the
objectives of the Organization. On the basis of
this  information, the primary plans of
resource mobilization should be established,

checked and if needed repeated.
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Money/Cash:

Wealth/Cash is essential iIn
order to run the existing programs,
pay cost of goods and salary and to
carry out new works. Wealth/Cash
can be increased through various
means like membership fees, grant
received as per or without request,
local fund, donations and various
other sources such as NGO, INGO

or external funding.
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Technical Assistance/Cooperation:

Every Organization will not have
people essential for carrying out various types
of activities, project and programs. Apart from
that, every organization may not have the
necessary fund to appoint essential efficient
employees. Technical cooperation can be made
by any Organization by providing the amount
essential for appointing such efficient
employees for a special project or the efficient
employee helping for a fixed timeframe. Some
organizations provide technical cooperation

through trainings.
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Human Resources:
Every type of Organization will

that the

require

people/personnel  to  ensure

Organizational role and works are fulfilled. For

essential human resources, the Organization

will make different provisions. The

Organization can appoint some permanent
employees while the remaining appointments
are made as per requirement. The permanent
employees are taken as internal resources of
the Organization while employees appointed
for a specific time period are regarded as

external resources. Many NGOs utilize

dedicated and regular volunteer groups in

order to fulfill the need of humanresource.
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Physical Goods:

They are physical goods resources. For
example, the Organization's activities
or availability of the project are taken
ahead together by the tools. It is
essential for the Organization to spend
on such goods in order to train on
main activities of the
project/organization.  Examples  of
resources like office tools, furniture,
training tools and raw goods, vehicles
have been

and other machines

classified under the Physical Goods.

P 3T ATIINGD:

%)) 03T ATIING AOBSRONFONS.
ROR 0D WENIEITNRYH
9300 A3 IOD SYANCIOVWIWN
AMFINSY W&, 3NWTRP, IS
OWRIE TN / {er oW a3
0T EITALYT 3323€8 AL FOA O
903 ATINLON DWDE 23I0TIIHTID
9351 3;. FLFCO BOTONYD,
DBCRTTTINS), ITWS TOTOND
eNB), TFY, VAN, 20BN NI,
B30 ONOIZNY03m® AOBISRONY
DOBOB/NYI),  PO3IT RONY
980N, WNCEFTORI N,

VTIOBTEBN,



Free Service and Facilities:

A non-profit-making Organization gives
many physical goods, service and facilities
only in minimum cost. As a result,
provisions for free services in the
Project/Organization should be made
through community support. Apart from
this, other Organizations provide the non-
profit-making Organizations to use these
facilities (Eg. Computer, Telephone,
Photocopy Machine and Internet). Which is
a form of free facility. The Kkinds of
resources could differ and change as per
the various phases of the project. For
example, in the preliminary phases, active
participation from all the organizations is
essential for leadership and management of
the organization.
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Maintenance service and

resources to make it sustainable
is essential. This condition or
need has a big impact on the kind
of human resource and
accordingly on assisting tools and

equipments.
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Resource Providers:

Resource  Providers refers the
different individuals/organizations that
provide resources to any  organization.
There are many organizations, groups and
individuals that provide resources to the
NGOs. The groups have been classified as
follows:

« Organizations/Institutions

* International Non-Government

« Organizations/Institutions

 National Governments

* Businessmen/Organizations/Private sector
* Individual

* Other Groups
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Factors motivate . 5
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Financial: To earn money, make
profit, for job, employment, use
illegal property, to evade tax, to get
tax concessions, to receive interest .
Business: To evade tax, to get
concessions, to make profit, to sell
one's products, to earn interest, as a
good citizen of the country,
realizing one's duty, because there is

not many profit.

DVOTOR): PO  AOTIDA), 0
PR, NWBRLNT,N, SVTWRLNTI,N,
T  SAONI), WFAPHR, I30n
3D,A/N, 301 DO AN INY),
BBOEN, W&, TWTB3ODEN

W5 TOT: 30T 3D, AWI)T), DO
BBONYTD, O NPAIRIDD, w),0
NI ONTIY, 300008 VBIR)T,
W&, NP, 3T 3D
&2 0300N, 02,0 T3 ad5e0000,
9D INTRL )T, NTOWT 23,3

SDIANISE



Religious: To publicize the religion, to
increase  followers, to built
temples/monasteries etc.

Development: Because of common
thought on development, pity, love, to
share experiences, utilize free time, to
gain knowledge skills, with pure heart/
spirit, to bring equality.

Cultural: To increase influence of one's
culture, to influence on the food, style

of working, to preserve good culture, to

wipe out superstition etc.
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Conclusion

A resource mobilization plan becomes
effective when the organization analyzes the
existing resources at its disposal and run
programs on the basis of a plan on the type
and quantity of resources essential to achieve
the strategic objectives (mission).

In this manner, strategic plan, state of
resources, analysis of mechanism/instruments
to receive resources and skills etc. are
essential for resource mobilization. So, the
meaning of Resource Mobilization is to
collect resources from more and more resource
providers, which will in turn brings down the
financial risks and give sustainability to the

organization.
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Supervision — Meaning

‘Supervision’ comprises two words, namely ‘super’, that is, superior or
extra, and ‘vision’, that is, sight or perspective. The literal meaning of the
term ‘supervision’ is to ‘oversee’ or ‘to inspect the work of other persons’.
Thus, ‘supervision’ refers to an act by which any person inspects or
supervises the work of other people, that is, whether they are working
properly or not.

20D 2300’ T BWNF DY, WwPNRPRORT, IYNFOWT ‘BRIVO’, 90T J\eaA,
e300 BeI),0, aNI), Ty, LOTWT Wy, LI Ty TRES. e 23T’
N0 BT WFTT: TERORT ‘& 2F00H’ 9300 ‘“Y3T 33N TORT,
BOACDRIIHTIY’. HfMoN, B 2F0THB’ d3),e)T O0eHTE 23530300 BIT BT
ORI, BODDRIE 9GP0 )50 310G JOHOH, RWIRISE,
e90G3 9530 FDOON BOR 3370BITOTRE §eI3E .

In business organisations, there are ‘supervisors’ and ‘subordinates’.

According to M. S. Vitoles, supervision refers to the direct, immediate
guidance and control of subordinates in the performance of their jobs.
Thus, the activity of supervision is concerned with the direction, guidance,
control and superintendence of the subordinates. A supervisor performs
these tasks. R. C. Allan has called it a ‘responsibility job’, which is above
‘work job’.
205300 RORNFPE) , @D 2F0TTTY’ eI, ‘@IS IRNTOONY)’ YT,T. d0.AT.
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Supervision is direction, guidance and control of working force with a view
to see that they are working according to plan and are keeping time
schedule. Further, they are getting all possible help in accomplishing their

assigned work.

20 2FOTHWON) TOORNERBRELBION DTWEETT, INEWIES D3I,
DON0I)9200NTIY,, €9a33) ABREEIIOD TOT TOONE NI 0AIS 0T
2033, ADODT X POTESLODT, VN TRID,E,T0.0. AN, €930
3, DRBREBI FORWI), AODNID) FOR5edTE ). ATBIONRI),
BBOIN3 .

Supervision is a Latin Word. Super means ‘from the above’ and vision
means ‘to see’. In ordinary sense of the term, supervision means overseeing
the activities of others. In management supervision means “Overseeing the
subordinates at work with authority and with an aim to guide the
employees, if he is doing wrong.”
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Overseeing is to be done at all levels of management from top to
bottom; Lower-level management or first-line supervisors oversee the work
of operative staff, while middle and top management remain busy in
overseeing the work of their subordinate management members. But in the
ordinary sense of the word, supervision is concerned with directing and

guiding non-management members of the organisation.
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Supervision — Definitions Propounded by Toft Hartley Act,
Vitiates, Davis and G.R. Terry

According to the Toft Hartley Act, 1947 (USA), ‘Supervisors are those
having authority to exercise independent judgement in hiring, discharging,
disciplining, rewarding and taking other actions of a similar nature with
respect to employees’.

20D 2FOTEB - €30, T3 £ 3T, IEIOCETS, TBLIR® 303, 23.e30°. €30

e300, o3 E 3T, 1947 (OMVNFT®) TyFoT, ‘aNCD2F0TTT)  DOWT
PBOTR, SehB R, DBNB  3eRIE), IR, 30RIIT,
TN AT 3, B/ 030D ReesE  VIT  FEne,
3RBBTRP,RD), X, 303 ARD)E WIS 9T BRODTIERTY” .

We can divide the definitions of supervision into three categories
depending on the emphasis these have laid on a particular
aspect:

20D 2FOVTWOR 25DV N Py, Pag) 20T DDER,, CI0TF, 2,3), DTS TNRT
eI IINNFIN LIONEBRDTITI)

1. From the point of view of emphasis on maximising production — The
definition following under this category associates supervision with output,
that is, because of their skills, expertise and experience etc., supervisors
help their subordinates to improve their output in terms of both quantity
and quality.

T, BIONT); NORBRAPAD) 2,3), AW By FRISDOTW - &8 [Ned
ORONEA). TV D0sVsTey) ) 2FOTBONTY),  SVFT,TIBR0DR
RORBRCBRISE, OBV, 30 TOTQ; RO aNI), 9NPR BIsONY
TOOLIDOTRN, WD LFVTFTT) 3, OIS INTONPTR  T[yadoord a3y,
NVBTONR), 32, YVIT,TBIONTY, AIPRDAD) A0 a0B8ITVT. NMICDNEY, .
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Thus, supervision implies guiding and looking after the work of the
subordinates so as to ensure that the work is being done according to the
norms laid down for the purpose. In this way, the primary objective of a
supervisor is to help in getting the production maximised both quality- and
quantity-wise.
3T OO0TW, RND2FCWOA) IS IPNTONY TORRD, DNe BT
WIRRBIPYT DI, SPLRTRP )T, ARWAIE, YWOOWN 3 L3To,N
ANDBERATW  OITORNPLT  eIVMIDIN FORDR, aVOBIIMIT  OTD
DB ITRATRFTBIT. &8 D3N, WD FOTTS DYTeNT NTWL3R[0T3
PVIT,TIION) MIENES, NI, TV B) RVBSR, NOR NRRPRC) RTB/OOD
E0OTBIYT) .

2. From the point of view of emphasis on workers’ performance and human
relations aspect — In this category, we include those definitions that lay
emphasis on workers’ performance and human relations aspect, and which
accept the worker as a part of the social system. Thus, according to this
view, supervision is the process by which a supervisor helps the supervisee
to adjust to his/her job, to develop team spirit and to assume even greater
responsibility.

TONETT TOODETeNI3 2NI), el AOWOFNE  e90TT, 2.3), LTI
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3. From the point of view of emphasis on the development of the
personality of the worker — In this category are included those definitions
that lay emphasis on the development of personality of the worker.
According to the experts holding this view, supervision is the act of ‘guiding

the workers to develop their self in the best possible manner’.

TORAMOTS 23583, WFINN 2,3), AERIT Ty BRLSDOT - B8
BNERS), FOAMITS BARCEDODES 9D 23),  ACRBOT
RO;NFP R, ADADING. 8 TN, TSI, BRORDTI 32, O
RyTOT, D LFOTWOR)  ‘TOeDETT), I, 3323, 3D
D3O, 92D BBR L 2NE BIES 30TWIH T’

In short, we can say that supervision involves motivating, guiding,
inspecting, superintending, developing, coordinating and controlling the

subordinates.

R0Z BN TP WORT, 0D 2FTBONE), LIRS LRDTIONF I,
BRBEDRIHYT),  BINEWIES RTWIYT), RO RITIHTI),
20D 2300H  :VTBITYT), €923y D BRRIFHT, A0SR RITHTD
N3, DONOZRITH T 2WwPNROTTITI DOTI) Voeg) TBEFWIITI) .

According to Vitiates — “Supervision refers to the direct and immediate
guidance and control of subordinates in the performance of their task.”
Thus, the supervision is concerned with three main functions of

management, i.e., direction, immediate guidance and control with a view —

E30NCEF, JyFTT - WD FOVWORY 9T FoONET
TOODEFT N30 IS RTOONY I3 eI, IFHOTW NEBIES
NI, AONO0IZTI),  APBRIZRE.” ofmeN,  wNCD_2F0THBOI
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DWEDBBON NPT DN TONENPNR  TOWORDNAW, €903,
AT ET T, 3FEAT ONETBIES a0, TR FRCSDOT DONO I

(1) To see, they are working, according to plans, policies, programmes,

instructions and the time schedule,

ST, ABREBINED, LN, TOONEFTTINY), ARWINED 203,
RDONTI 23CF3€3,03) &FFTOT 92330 FOODE )3 CoRS.30.3,

(2) To guide them at the work if they are doing something inconsistent
to directions given and need help so as to let them able to

accomplish their assigned task, and

92330 BT AEIINYT  BRODTOANG DVOTTR
WIPBII BT NI, BONR DABPCRRIT ToONERDI), AR
93307 ATOO VT ATIONT AN B5e)TWT €9a3T, TORTE).
INETTES 2N, N3,

(3) To give them directions to get the work done, if necessary.

ON85edB T, TOADD), @RPFHAR)  9BONR ABREIINS ),
ACTBITH T .

(i) “Supervision is the function of assuring that the work is being done in

accordance with the plan and instruction.”................. Davis

ARBAES aN3), ARBTIIN IFIMIEIN FOARS), 00BN
RO BV3DBRRIES TOODE I e 23T, ~.oovvvnn. . BLIR®
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(i) Supervision is the task of achieving the desired results by means of
intelligent utilisation of human talents and utilising resources in a manner
that provides a challenge to human talent. It is concerned with initiating
action, putting into effect the plan and decision by stimulation of the

human resources of the enterprise.”.................. G.R. Terry

5eE)_LFOTBORN oS BN, 2DF303BN0T FRIHTT
DHROB HB) woSE FIPAYR Ao, O@IE O30
ROBSPONTI, WFATRIE NPT 9FfE 3 POIV0INTI),
ROAW TN, e TW W ROBSRONT ),
V3 LRRIT TNROT A3REHR 3NIB), DGIE T3, DN 3B2e3). [T
FeDad )y PYTOLPAI)TTE). FOWWORDATI. .. 23.e30°. &30

Supervision — Significance 3¢ 2503 - :DTB3,,

Supervision is primarily concerned with overseeing or watching the
performance of workers under his control. He plays an important role in
the management set up. He is the person who is directly connected with the

workers and acts as a vital link between the management and workers.

S RFOTHBOA)  3NV5e0N 93T DON0ZPWE) TS FoeDEFTT
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The significance of supervision can be explained as follows:
1. Issue of Orders and Instructions:
The workers require guidance of supervisor at every step. He clears
their doubts and tells them the proper method of doing a job. A sub-
ordinate can give better performance when he knows the work he is

supposed to do.
20D 2FOTHWO eNTB/I 23y, B8 FFNT0I Je3DRWIBIT:

1. SIINY) DI, RRBFIBING R0WT:

TOeNETON T8 BOITOR, D 2FCTT  NETIES
INSs. €337 930 SBFNERIINE R, DeDATS aNI), TOA
23003023 ADOIE POV, DTS . GVET-3REICES® €933
EANDIEIAETIN FOA 3PN V3 & FOONE FaNI3 O,
ACTBOTICI) .

2. Planning and Organizing the Work: 3©A38), O30a€23RI)T 03I,
ROTEIRIIHT) :

A superior acts as a planner and a guide for his sub-ordinates. A
schedule of work is prepared so as to ensure an even and steady flow of
work. The supervisor lays down production targets for the workers and

determines the methods and procedures for doing the work.

202, IR 0 3II,  ORB-SINYR ABelHTIN DI,
20INEBAEOIION FOODEDIEDRITO. TOREW Ao eI, A,Be0003
BT, DWIBLATRT,C) FORT MCEOTATAIOWINAY
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FTOODEIRPISNF ), DREDAIITS.

3. It is Important at All Levels:

Supervision means overseeing and watching sub-ordinates. The time
devoted by top management to supervision is only 20% whereas supervisor
(or foreman or overseer or superintendent or section officer) devotes about
80% of his time to supervision. Top management supervises managers
whereas supervisor supervises workers. The supervision at the front line or

firing line is most important since actual work is done at that level.

QT Y. BOINYE) 00Dz NT3:

0D 2300H  DOWT  NIW-BSTWEBNPD, ) 2300H  2300TBIa) T30
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FDODT 808 93), D R2FTHBR DB RENAITOS . 0,3
AWEDBB B35 A,RBIT), oD LFTW 0BT 3T
D 2FOTTT)  TOeNETT), WD FOTW  a00BITT. )20l
FOAYD) 3 NELTE). SBONNPHTOOTW B0 AOADIE) 953209
MORT ARDTES 3N 2F0TW 93503 a00N5e0NT .
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4. Vital Link between Workers and Management:

A supervisor is a representative of the management and a very
important figure from workers point of view. He communicates the policies
of the management to workers (downward communication) and also
provides feed back to the management as to what is happening at the lowest

level (upward communication).

FONETT) aNI), VSEBBOR BTN &jas0d DOT®:

D LFOTTR DRBEBBOD F&IR aNI),  ToeETT
TR, TRSDOT  WBY 2D 2353,. 92330 a3 BBOD
ACANFI), TReNETON (TFPRND ROBB) AOBBS  200BITVT
NI, TR aNETWE). (3DCED ROWB/N) NDVITNET DO0WIWT
OB DIEBBIT T 9, AB WHBNRITT.

5. Motivating Subordinates:

A supervisor is a leader at the lowest rung of management ladder. He
serves as a friend, philosopher and guide to workers. He inspires team work
and secures maximum co-operation from the employees. It is he who can

help in getting optimum utilization of manpower.

9IRS IRTOONF I, WD) TI:

D LFOTTRD)  DBVEDTD = DB 93503 TRD  aNELTE).
DOONT. I FTOAMTOR RF LI, DIJEIT D3I,
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AWBITT NI, NOTTDOEW NOR, ABTOT), RELOINTVT .
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WIPVRITOD 933D WFTOND), DBOND) 933D ATTIOD
20T/ .

6. Feedback to Workers:

A supervisor compares the actual performance of workers against the
standards laid down and identifies weaknesses of workers and suggests
corrective measures to overcome them. In this way, workers can improve

their performance in future.

TOeETON 3 33oN:

D 2FOTTD)  TOeDETT 3y TOODEFaRIONRY,  INDBRAT
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MBISAITN NI, WPYNF, DDA ADBVRAIE TedNT ),
RBRBAIS. 8 O33N, ToeETT) PWedRSWE). 3o,
FOONE FeRI3 0N, AIPIDAWTIR) .

7. Proper Assignment of Work:

A supervisor makes systematic arrangement of activities and
resources for his group. He assigns work to each worker and delegate’s
authority to workers. Workers feel frustrated when the work being done by
them is not properly arranged. Some workers may sit idle whereas others

may be overburdened if work is not properly assigned.

FORT ADOIOT DO3CLS:

D) 2FTTR 33y, ™0 FENWEIFNRY) aNI), IOBIRONY
V502,838 350N 0NT),  RBITS.  ©R[B) T8  TOAMNTON
FOADI), OBRRAITT aNI),  TeeETON IPRTOTRI),
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ACTBIZT . 9233 30033 B3 TR, Efeloviola
BABADTON  ToeETR D003 ONPIAITT.  TOR)
TOeNETT) AN DPINTRPLTIORD, SBT3 TORDI,
AO0N ABPEBRDTB T BISTT) 323,8 BRTOIONWIBIT .

Supervision — Roles and Functions of a Supervisor in an Organisation
according to Keith Davis 3¢ 230383 - 363° B8C)A* TOT ROR,0DE).
236D 2FOTTFS DOINP) e0I3), FOONENRD

According to Keith Davis, there are five views regarding the
position of a supervisor in an organisation or the supervisor’s
organisational role which are as follows:

303 BT 9330 ®yFOT, RORO0DC) D 2F0CFTT Ao, €900
XD 2F0CFTT OO0 T I WNR, 80T €92)TWYONNPS, 9T &8
FTPNS03e3 :

1. As a Key Man in the Management:

A supervisor is the key figure in the organisation because he/she makes
decisions, controls work and interprets policy of the management to the
workers. He/she represents management to the workers. Therefore,
management is judged as he/ she is judged by the workers. He/she is also
the main figure in getting the work done. However, in reality, he/she is less

than a key figure.
QIEBBONE). Te 358, 0350N:
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20 2F0TTR) RORON Ty 3353.00NWON DTOWT €933 /
P DPRIEONFI), SRTTR,TT, TORRI), DODOIRITT
D), ADRVEBBOD ALY, TOAMRTON 20300500 RITVT .
MR/ VY TeNETON  AWEBHBONTY, DS ODRRITOS .
33 00T, 3D/ 9P FeeNETOOTW I DA, 3,03
AWEBBONT), DEANRIMIL. 3D / 939 TR
TOARD),  BPTAIRE).  BNDs  o3s3,.  SWONLs, woR.RT)
€933 / 93P T3 B[N0 TN .

2. Person in the Middle:

According to this view, a supervisor has to work between two forces,
namely the management and the workers. On the one hand, management
has a lot of technical and production-oriented expectations from him/her,
and, on the other hand, the workers also have a lot of reward-oriented

expectations from him/her.

DTS, 353,

B TFABRST RBToT, DD 2FTT ABEDH o033,
TOeNETC AVW) JINY SWI TOR 0BT OMIT. wO0WT3,
AWEBHBON) 9B/ ORBPOT ATRY),; 00T a3,
VT, BOO-BSPe0F DOTE NPT, DBRODT, NI, DI3ROTTI,
TeNETF) OVI /2 O[POB ATRY),; B8R O-33003
Q0T NFF), AB BRODTRT .

3. Supervisor as the Marginal Man:
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According to this sociological concept, supervisor is either left out of main
activities and influences affecting his/her department or he/she is just on

the margin.

TR ETEY e33050° €3N 20C)_FOTF:

T RewTR, L0 BOFTO IO &TOT, a0 2F0TT) 93 /
93¢ YRS DS BODeD  WCBVeS WDNDs  WENTEITNYD
N3, TPIRWNPLOLW DVRTMPRNTOS 9B &9e33) / 93P
TS 908D 0.3 .

4. Supervisor as Another Worker:
According to this view, a supervisor is just like a worker lacking authority
and having a feeling that he/she is not part of management. Only his/her

designation is changed.

BBS,2),, FORTOTON 0D F0TT:

S Ty R BRI TS R)TT, D) 2FTF FORAMOTIN
OPTOTIDRNTWO3 aDNI), 9B/ VY DTVEDBHBOD
0Me3), N0V  PIWVIONR),; DVRODTITS. 938 / ©93Y
e953¢T 0N, 23003 WTBRANAINIZE .

5. Supervisor as a Human Relations Specialist:
As per this view, a supervisor is considered to be a human relations

specialist looking after the human side of operations.

0TS FOWOT 32, TN aNC) 230TF:
B ByAIRST BBToT, N FO0TID), oS AOWORNY
3%, DO TONBRIOMIT.
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Functions of Supervisor:
A supervisor has to:
1. Help his/her workers to develop their innate qualities to improve

their performance.

20C)_FOTVFT FToONEND:
0D 2F0BTI Gl 3L :
1. 38 / VY IJFOAMRTONR 930 TFoONE FTaNI3 0N,
APIDAD) 9530 ADE  MNTI), 9D BRI A0

IRVOLES

2. Help his/her subordinates to adjust to their job requirements and to

develop. &3 / €93 9IS LIDNTIONYR €930 TOAT 93TsTINE N
BRODTRY, NI, €92)e3, D BRI AT 23008

3. Make the workers loyal towards their organization. F0ed)TT3), I,
ROAON FRBN D&, 00N 3008

4. Provide expertise, skills, knowledge and experience to make workers

learn without fear and hesitation.
B0 DI, OBWDTANDRT TOeNETT), TOONWOI3  0BEN
B0, TOTD, WA N 20, LIV eI eI, WBNA

5. Encourage free communication &0233 80a3303e33), @) 39,303
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6. Develop employee potential to an extent where they need no supervision

O30T N 2FOTBWORN INB5ed) T a0E3,7 IPTFTT AT 5E a3y
92083, D BA

7. Cooperate with other supervisors 933 a3)¢) 2F0CTCRODN ABTOA

8. Prove a good link between the management and workers

AEBHB DI, TOeNETT SIS VI e FOWOTI), Mo2IC3IBEdA

9. Solve personal problems of his/her subordinates to the extent possible.
923 / €9e3% LIRS LIDNTOONY 3,00 FT AeDASNF D), AOG35e00T3e3),,
D&, TDBOA

10. Maintain discipline =), o030,

11. Correct the mistakes of his/her subordinates.

RS / ORY VRIS IPTIONY 3R ,NTP ), ROITTA

12. Explore new fields of knowledge. 230 ST BRA TLINTT), €93 LAA

13. Introduce new, useful and scientific methods of production and

administration.
MIT,BS  aNI), BWBPIW BRA, JORBONNT, aNID), 3420, 0T
LPOINP ), WO

14. Have a clear understanding about his/her plan of action. €923 / €9z3%
OO ABRLEIOD W7, A,2R,00E 3PV PTONT), BRODD
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15. Know his/her job, duties, responsibilities, authority, accountability and

SO On.

S / 9RY TOA, TIE SN, 0w 0N, 9ITOT, BRBNDT
TN, WNOITTRNF D, SPTTRY,

16. Divide responsibilities and duties to his/her subordinates rationally and

scientifically.

%020 ONF B, NI, FISE NP B, 93N / 93 L9DCS
IDTOONDN BTEDTI 200N 20, 835230, )T 200N LJONTA

17. Listen and look into the grievance of his/her subordinates.

€933 / ©93Y LIRER L9DTOONY THOTNTRT IO, €3D 2 NI,
VoI

18. Delegate authority and win their confidence.

9IRDTOTI), DO3ERA NI, €930 dT,Ra33), NRD .

The role of supervisors tells us little about the broad aspects of supervision
or those factors that govern effective supervisory performance. Research in

supervisory performance has indicated the following factors describing the

performance of the best supervisor. D 2F0TTT DI
20¢) 2FOTHBAD DT IOSNY) €9ITe00 BOTIeNTOD a0 2F0TTw0
FOODEFTENZONTY, VOO OTING R, TN A ,23¢
BDH3T. D 230000 TOODEFT NI ROTREFION) 930530
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D 2F0TVTS TOONEFTaNI3ODNI),  )e3DAE  FPNS  90INFI),
RPWATS
(1) Favourable Work Climate:

The best supervisor creates and maintains high performance
standards under congenial work atmosphere. He goal oriented and strives
to attain expected results by adopting the right type of leadership to inspire
confidence and voluntary discipline from his people. Favourable work
climate can secure acceptance of his authority voluntarily from his people

so that obedience and loyalty can be easily secured from workers.

LIDVTRDTT FTOAT 302I02300:

9325350 RBND2FOTTS)  TOARD  ToOREFTNI3OD RO,
03,3  ToONEFeNI3ON  DOIWORBNE, TBAITS 203,
DeEOAMTS . 933 ™MD BRODWE DI, 3, H3D0T
DTAD NI, R O0N0TEDI dF T, IJLADI IDOIE DEIOR
VOONT3I WD), PVRATRIE NPT DD 3 FDI0INTI,
BBON FeDAITVT. ONTADOTC TOAR D00V I3y
ODNTOTEI, A ,ODOBVLTHBONOTW 33, 00w ALTOAEND
R0 3200MIYTBOOT  ToeNETOOTW  AGEON3  aNI), DR 0DV,
AIOLT0N BBLITRPRTIT) .

(2) Personal Maturity and Sensitiveness:

The best supervisor acquires personal maturity and emotional stability as
well as empathy, i.e., sensitiveness to the feelings of others and capacity to
understand feelings and emotions of those working under his command.

He develops a knack of saying the right thing at the right time, does not lose
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control even under pressure or tension and evinces a good sense of

humour.

BgON YT TOTT,3 NI, APTS:

9325350 DD BFOTTR 33,00 ZT  WOBTE a0I), PR3
203 DI, VTP RIODTD, VJBOANIS, 0T, BYI3TJ
OBINPLT BPRTE DI, BRI €323 _ OPBONE), TOF 0TS
0BINYY D), POVINSI), OIPERORTRTES NN RPsE .
9330 ADOIPE  ADODWE), IDOT  LdRONTI),  BEYHR
WO, WL RATRP,T0S, w33 STAIAD NV LNTOR),
QOO0 TFRTRP)IDD). aNI), 3D TR, 0D,

3C0ANTS .

(3) Human Relations Specialist:

The best supervisor is a practitioner of industrial psychology. He recognises
individual differences as well as group mentality and keeps interpersonal
relations harmonious. As a leader of his section, he has to capitalise human
emotions, sentiments, and attitudes for maximum productivity without

sacrificing employee satisfaction.

20OV A0WOPNY 3%,

FHMRODTO  aNIRCITI, BB AOFT 93053  aNC) 2F0TT. 933D
AP 235805 ANT Y, aN3), MOR) aNVALEONT), MBISRIST
eN3), RVORC AROWOPNF, AeNTR;D0T  BWIST. 33,
QIINE  DOPTIN, OTTT  FyA,OD, JogNt 3BT NOR,
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VT, BTIMON 2003 LIVRINYD, LOWVING) NI, WIEINT ),
92330 WRB LN ATRDLILD .

In practice he has to compromise and ensure acceptable productivity
and acceptable morale or employee satisfaction. Supervisors of high
productivity sections do recognise that productivity is accomplished by
people and not merely by procedures, policies and controls. In other words,
employee- centred approach in supervision need not imply a lack of con-

cern about productivity.

DYRBRENTON 3 T3 RTRFID DI, A LIT000TE
MIY,BTIZ NI, ALTOTODBE A gONE TV VOTFTTT 3yed, 00,
DB ITRATRYIT. BB, NNIOETI dPINNY oD 2F0TF3
UVNCORALICIOWNY 23000 ERIARMEDI® AV F3©
FTOONEIPISNSY), AN D), DONOZLNPOWR). DO
M3N3ATT. X3 D3N, T WORT, 0D FoTTBODE),
VT RLN-FTLORYS P YVIY,BTIOD W, TP TRTI0DI),

RPW R INB5edQ) .

A production-oriented supervisor tends to supervise closely, that is, in
terms of specific procedures and schedules to be followed rather than in
terms of goals to be achieved through team work. Research has proved that
general supervision adopted by employee-centred supervisor can have
much higher productivity. This means, human relations play a significant

role in productivity.
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VT, TIV-E3T3003 D 2FOTTR) DTN 2D 23T e300 EN
2w 3TN, OTWT, FOBEW TOAT dNPDT APRA LTI
MONY 0B IDEREE  FePNeh  ah3),  9HRIORLHTE
SeRBELNY  IRODBS). OB ELN-BCODS 306 2F00T003
A0y D 2FTW/AN) BB, VT, BFT3ONRY, BRODTIIH
RO ROZBRFS ALEIDRBBAR. YWIFE, S0I,BFIONC). o3as
00BN sHTI T3 3RIZ3S .

The best supervisor tries to consider each person’s strength and
weaknesses and how men work together before he makes any job
assignments. Whenever possible, the supervisor assigns to a person a job he

likes best.

93235 D FTT  JyBA3RY, 30D T DI,
TRWEOMNF T, BONBREO) TON G, RITOS a03), O30eHTI VTN
QAABCBINTD, TR BRWEN  RYTVRBY B 283, FOF
SORBITVT. AOP500NE3CI)., D LFOTTD) W, V5B SO
VR LD RIS TR, DO RRITS .

(4) Technical Job Knowledge:
The best supervisor is technically competent. He has sufficient knowledge
and information to understand any technical problem quickly and to devise

the best workable solution. He gets the job done easily.
3003T BN 23o_S:
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930532 3D 230TF IO TewN ReDTE. CPHTC I03T
RADAONT),  3,03800N OIPERPRTATL) 2N, 30
TOODNE AWOP50E  RBOTJOTE), CRDR) &IN  ATRY, o,
2DI), 303 YTW. 93D FORWDY, AN 0BITON .

(5) Self-Development and Subordinate Development:

The effective supervisor is deeply interested in the development of
human resources. He gives equal emphasis on his personal growth as well
as on the growth of his subordinates. He tries to make assignments of jobs
interesting and challenging to his subordinates. Purposeful duties create
interest and vitality in the work and offer job satisfaction to employees.

Challenging work helps advancement of subordinates.

Ry-€92053, D, 203, LIRS 923D,

ROBONTD D 2300T 3309 AOBSRONE  €92)a3,.0NE).
3P00N €3HY TBRODWOS. 933D I, 3,008 T WP
BONR  9TT DS 9DTONY WFSBRBNRR RS 203,
ABITS. B I, OIS PRTONDR  uBelnng
ARBRBINSD, BSRIWOONT 0I), RweDI03 0BEN
BN, TS . B L3PRRET TIC NS TOIRE). 333, D3I,
W38 T5a33),  VOENTIRRIZ R NI,  NRBRLNNPR BN
30N,  WIBES.  WoOIOIT TOAR) OIS IPRTIONY
I3 D WBRIZT.

(6) Knowledge and Execution of Company Plans and Policies:
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The best supervisor knows fully the plans and policies of management
and he executes them thoroughly. He also keeps up with changes in
corporate policies and procedures and gives full information of such

changes to his subordinates.

FOB) ABRLBINP ENIY, AINY o, S DI, TOONENSNRPPRIT:
32D D 2FTTI DWEBHBOD ABREBING) 03I, ACINFI,
ROPPIE NN PV 2N, 9330 SIPYNPI), NOBREIE 0N
FOONE NBRPPAITOS . 9233 ~O0AT N[RETALA AVEN]
BFOINFAS WHVBBAPRD, 0RO AITT NI, 03T
WBOIRBNY FOBPODE 300030, I, NS LIPTONLH
N{eNeRlel

Requisite qualities for effective supervision are:
i. Tact and discretion,

ii. Social skills,

iii. Technical competence,

iv. Empathy,

v. Honesty,

vi. Courage,

vii. Self-confidence,
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viii. Communication sKkills,
ix. Teaching and guiding ability and
X. StI‘OIlg comimon sense.
RONTOD 2C) 23T €IN 520003 MNP
V0. 303 NI, DI,
ii. AOVT TOBO4MY,
iii. S003T RONTE,
iv. RVOONLRI,
V. D9e0RTI,
vi. GODE,
vii. €38, I A,
viii. Q0T RONTsE,
ix. BRIFES] aNI), NEWIES ANGsE 203,

X. OB A0V O, -

The employee-centred supervisor in all functional areas of business as a
first-line manager is expected to perform following activities to secure
higher productivity with employee satisfaction-

i. Organise work and allot assignments to each employee;

ii. Hear and redress grievances and complaints;

iii. Recommend promotions, transfer, pay increases;

iv. Enforce rules and regulations with equity and justice;

v. Keep subordinates well informed;

vi. Keep subordinates posted about their progress;

vii. Give people tools and materials; and
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viii. Planning, directing motivating and controlling responsibilities.
RRTW AP 235e3M0,RTOIN 235e3BOTT ), B)OIT T LIRS,
VBRLN-TLOLYT 2306 230TFTT) VB RLNTI 3y, 3RODT B2,
VI, BTNV, BBTNTRF,) B8 FFNS 23€30e383FNF,
De3E 2RI DDET AIT3-
DO . T3 NWRLNT FOATD), SABRCRA NI,
QDB BINT ), ONDTJEA;
ii. DOWTRIINTN, DI, BRIINFI), TP NI, BOBOA;
iii. B, WMNOFRHW, RIS BT, dPOTRY a300% ;
iv. 9L DI, J9;0NTBRODNT AONTINY) NI, DODINFI,
ONRPPA;
v. OIS 9RTONYI, Foo,N 3PAD;
vi. 9SS 9DTONYI, 938 I[nSod Wi,
NROSTADATRL, ;
vii. %S0OR QUBTCLNE) N3, BRINPI), OCB; NI,
viii. %00 ONPT), OSRCBRIT)T, DTWCEDRITHT) eI,
QODOIAIHT) .

Reference: http://www.economicsdiscussion.net/management/supervision-

meaning/31921 accessed on 5-5-2020
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