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Functlgns of Administration:
There are several functions for administration
In practice all these functions are interrefated to one another

* Planning. '+ Supervising ./,
* Organizati * Evaluation
» Staffing

* Directing

* Coordinating
* Reporting

* Budgeting
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POSDCORB

“Planning is a projected or predetermined course of

action designed to achieve a specific goal or

objective.” ﬁ{ f{wr
Planning determines: =t

What? — What needs to be done? (Goals and
objectives) Eosr

hen? — When will it be done? (Timeline and
deadlines)

Where? — Where will it take place? (Location or
dep@rtment)

? — Why is it important? (Purpose) <— 52
By whom? — Who will be responsible? (Roles and

/7 resp nsibiIitiei)

‘Plggning always involves “decision making for futureﬁg
e P L]
I

Planning should be done at several levels and each
level has its own challenges and)particular methods.
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SDCORB Planning T

Planning is the most important element of the administrative process. It
sets the foundation for all other functions. F -

The higher the level of management, the greater the involvement and

. 5 — time
time spent on planning. “ﬁ‘mvgw\a«é O e e

Top-level managers: Focus on strategic planning (long-term goals).

J\
Middle-level managers: Focus on tactical planning (medium-term _ﬁ .
actions). N i 52 San ez U SO
PR r - 4
Lower-level managers: Focus on operational planning (day-to-day (o teref S

activities). ;)2‘,\, Rfam)ys i o g 3 )

- _..-

A good plan is the basis of any successful program.

sufficient time should be given to the process of planning.

Always have more than one plan to choose from. This ensures flexibility
and adaptabilit |n case the prlmary plan faces challenges.
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Phllosonhv-Drlven FoIIows
the organlzatlon S goals and healthca
values *°tec — NS Rads Lin

Evidence- Based Gr%uded in accurate

data and researchw.),,,i‘;‘,ﬁ‘:‘jq),\@

Fea5|ble & Flexible: Realistic
within available resources and
adaptable to change.

Clear & Simple: Easy to understand "
for health professionals and the public.. ..
~Can Be Checked & Improved:: Includes »

———

for assessment and improvement.
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Evaluation Diagnosis of
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- Summary:

* Planning is a dynamic and 7%% =
(non-static) process

o e s

* |t is a continuous circula
process

. Execution
Planning

(implementation)

Futuristic

Decision making process
Dynamic

Flexible



POSDCORB Organizing
Definitions: f:u%s/.au;‘.gr’_{'p_‘;‘
Organizing The process of arranging and

managing both human and non-human resources (like

staff, equipment, and materials) to create a structured

and effective system that helps achieve the

organization’s goals. | —
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Principles of organizing:

Departmentation: depaltoentatenfor S Lo

i i LIV NI P
Grouping tasl§s and rples into de_pgrtments (e.g., HR, =
Finance, Nursing) to improve efficiency and focus. om0 Bl it S0 g

)RLS:‘.«.\:-S %@&\.\\\R )

Obtaining Resources:
Acquiring both human resources (staff) and non-human ./ o500 g
resources (equipment, supplies) needed to achieve goals =~

&on
W\Q%ﬂ\@»ﬁ/‘y’) Lo

Snecialization & Division of Labor: (00— s ipba”

5 0 o[- 5 o o 1@ loyiaalS 5,053 6. S
Assigning specific tasks to individuals or teams based on @”’iﬂ( Q\pfmlg,
their skills and expertise to increase efficiency.— —_ Sl B 0 3 |

“a o j 2 ° ® — =N =Y % stuf \ L) Ton\ = : _
«““Authority & Respon bl/ﬁty: <o) (% pannanamzsnate

Clearly defining who has the authority t
and who is responsible for tasks. Delegation is key here.

) 5 ye | . . YOU HAVE TO DELEGATE
//3 M LN &5 d 5 4 7= 0= o) NS vl - S SOME AUTHORITY!
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centralized decentralized

Principles of organizing:

250 - +
. . e TRT . agols ol 4Y 3
* Centralization vs. Decentralization: ‘3‘4”’—"_’_’_(%‘(;"' o=

— Centralization: Decision-making is concentratec ‘

at the top levels of management.

@5;,45 .- ».6] Decentralization: Decision-making is spread -
across multiple levels of the organization.a_ 2 2
* Unity of Command: <soLs /R

Each employee should report to only one s e e
supervisor to avoid confusion and conflicting =~ V"%
_SUpPErviso| g r

|r.lstruct|ons.4?,wﬂ° Bl U0 o255 %n o
* xLine and Staff: Do kel
— Line Roles: Directly involved in achieving the
organization’s main goals (e.g., doctors, nurses).

— Staff Roles: Support line roles by providing
expertise and advice (e.g., HR, IT).
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POSDCORB Staffing

1.

=

Staffing is the process of hiring and placing the right people in the right roles to fill positions within the organi

Staffing steps: .
Identify Needs: W D o,
Determine the type and number of staff required for each role.

Recruitmgnt: PV N o o -

1. Write a job description (roles and responsibilities).
2. Create a person specification (skills and qualifications needed

<

3. Advertise the position to attract candidates.

Selection: &

. . e . Sy 10095 4

1. Shortlist applicants based on qualifications.— . o B, e
2. Conduct interviews and check refeLEnces ) spefearion WA
3. Make the final hiring decision. 4}@%3\ 44 g0 § ke, 2D w28
Orientation: D" @@« ™ RS

Sl S0\

Clns>Ns

Introduce new hires to the organization, its culture, and their roles. .
Job Analysis: 93 £ 3 skl LD 5 6 (g & B s RN SR

Study the tasks responsibilities, and skills required for each position.
Job Description; —.uy  “p 278 ke @ice o5 e W=y

Document the duties, resgonsnbllltles, and expectations for a specific role.

Job Specification:
Outline the qualifications, skills, and experience needed for the role.

12



vacancies:

POSDCORB Staffing:Other metho

- Reallocation of Duties: J@ﬁjﬁgﬁﬁ”J o G|

Redistribute tasks among existing staff to cover the gap without hiring new employees.

- Transfer of Posts: Mjgpﬁé@@‘@@&ﬁ,&\, 020 JAIIGN S
Move employees from one department or role to an i ies.

- Redeplovment:é,-;ﬂ:&,)g,&/.é,goﬁ@'y_w S92 o o (9 TS Y 8

Re-assign employees to new roles within the organization, often due to restructuring
orskilneed. .

- Outsourcing: (Bnelan L 5oy BN T\ T8 ot SR g CoePyo
_Hire_external contractors or agencies to handle speuflc tasks or roles temporarily or

permanently
- Appointment of a Successor: e eloT, 4§ S
Promote or appoint someone already prepared for the role (e.g., a leader-in-training).

(Rarely used but effective for planned transitions.)
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POSDCORB Staffing
) IO

Discrimination: involves treating individuals unfairly based o

characteristics such as race, gender, age, religion, or disability
Qbbb Quswze . o : :
* Nepotism or favouritism: the practice of favoring relatives or frien

hiring, promotion, or other professional advancements, often at the
exper&:s,\g 0 Fnﬁcg;ggahﬂed candldates?.wyle s\ Fois 5
. rFair Hiring Practices (to provide every candidate with an equal opportunity to be

(L 9 G—= —_— . . . .
considered for a position based on their qualifications, ﬁs, an@ erience) and Diversity=> ’.\"\\‘\-”}‘

q_\_LQ\'&CQkio'r\

(Actively recruiting from underrepresented groups to create a i i kforce) in oS
. e ) = o N e
Healthcare Organizations are needed. Tapfols eIl G, OVLNY 855 ol
=
P ' c’ ~ - Py
Erlto p8) 5550 0SS
THIS IS MY NEPHEW SKIPPY. Nepotism
HE'S YOUR NEW BoSS.
<.,
Mepotisr_n—




POSDCORB Directing ~=

Directing is the ongoing process of making decisions,
translating them into clear instructions, and guiding
the organization as its leader.

Includes building an effective work environment and creating
opportunity for motivation, supervising, schedulmg and /,)a@yuw/sz(rg@f@/

disciplining. aézfé?) /J\,ZJD\
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POSDCORB
Directing

bmbbw@f@ @W%L d\&ﬂ\g ux\s. |

@ano@g are the initial steps in

the administrative process (p;gganalamsqg).

Directing is the next essential step in initiating the
activities of the organization (sets the action) toward
the designed goals. ‘2o L1 0iw 40
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POSDCORB Directing

* Direction has following elements:
* Motivation
* Communication

* Leadership N %f\f\ 6 b5

1. Motivation: Inspiring, stimulating, or encouraging employees to perform their best.
Includes: o SCREGL g o

* Positive Incentives: Rewards, ré“éo?nition, and praise? —— QZ" ) WP BUT Qs

Wlose)

.32~ Negative Incentives: Constructive feedback or consequences for underperformance.(g,,-
J)ch\"‘ Monetary Incentives: Bonuses, salary increases, or financial rewards.

~s#Non-Monetary Incentives: Flexible work hours, professional development
" opportunities, or a positive work environment. LT s o phensS

2. Communications- The process of sharing information, experiences, and opinions
_between individuals or groups (e.g., employees, management, or the public).
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Katz 3-skill approach

—
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« Robert L. Katz in 1974, has set the relationship
of managerial skills and management levels.

 -Three areas of managerial skills are required:
2 Technical skills - proficiency and knowledge in a specific

@t Dl S LASH )

g&\&%’ﬁ%}\&w}
e E ; surgical or medical procedure
W@M‘aﬁmple' Technology, € P . Sl
"y Human skills - knowledge and ability to work with peoplei....
DY % . . .r':‘& o B -
st Example:trust, team building, conflict solving, leadership...
“#Conceptual skills - ability to work with ideas and concepts

Zf’ﬁc Example: setting vision, plans and goals, policies,...
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Management Skills by Robert L. Katz Ib==s Human SKill g
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POSDCORB COordination

* Itis the act of synchronizing people and activities so tha
function smoothly to achieve organization objectives.

* Coordination is more important in the health services organization,
because functionally they are departmentalized.

« Different kinds of organizations require different amount of
coordination (The larger the organization, the more coordination is
needed. ).

e The coordinating function of the management prevents overlapping
and conflict so that the duplication is avoided.

/(}@cocrcﬁfmh‘on Joy G5 OGAUBION 528008
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POSDCORBzgcaermatlon

. Coordmatmg function of management is necessary
because:

- it affects all the functions of management (planning,
organizing, and directing etc.),

- Itis a mother principle of management and all other
principles are included in this one principle.




POSDCORB Reportlng ANNE LR
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fepaft o5y midd( [eoeSEPTES 7109' / ?
* Called Controlling function as well.M
* The reporting is a process of providing information to
various levels of management to enable measuring

the effectiveness of work and making corrections, if
necessary.

e Reporting is done according to the flow of positions
in the organizational chart. It could be from bottom
to top, from top to bottom, and even lateral.




POSDCORB Reporting

Purposes of reporting:
A : o

To show the rate of progress and completion of tasks over a specified

period.

Helps in studying health conditions. PO RTRII oS

Helps in planning. & o2l et
To make public and the other interested agencies understand provided
services. a7 o
puf ol s
Used as motivational method == =4~

Good when asking for more details ._ ...,
For Consultation . Gown

—— .
Records and reports must be functional, accurate, complete, current
organized and confidential.




* |tis expressed in financial term and besed on
expected income and expenditure. Budget is the

heart oé administrative management

* It helps in coordination and an effective way of
eliminating duplicating and wastage (cost control).




POSDCORB Budgeting

 The main activities are:
— Budgeting s
— Accounting oA &9 —

— Auditing S BEVO 5 eI

— Purchasing ;o p - <2



Definitions

* Budgeting:
It is the allocation of financial resources for programs
or projects for a specific period of time.

* A budget SOOI
is defined as “a balanced estimate of expenditures and

receipts for a given period of time”.




Example: simplified sample budget template for a healthcare facility

XD ook

Category

Revenue

- Patient Services

- Insurance Reimbursements

Total Revenue
Expenses

- Salaries and Wages

-
calph s o

- Medical Supplies

- Utilities

- Maintenance

Total Expenses

Net Income

Budgeted Amount

‘P ble>
$5,000,000

$3,000,000

$8,000,000

$4,000,000 H\Z93ls dztisen
$1,000,000

$200,000

$150,000

$5,350,000
$2,650,000

Actual Amount

& e
$5,200,000

$2,900,000

$8,100000 3 4/®
pPE=

.-
58,050,000 “P\C2AY

$950,000

$210,000

$140,000

$5,350,000
$2,750,000

Variance

S

+$200,000

-$100,000

+$100,000

-$50,000
+$50,000

-$10,000

+$10,000

$0
+$100,000

Higher patient volume

Lower reimbursement rates

Overtime costs

Bulk purchasing savings

Higher energy costs

Reduced repair costs



POSDCORB Budgeting

200D Apele 5
Features of budget: 000=2 0 s 452
Should be flexible. Syt &Nl 2 %\QLG\ZL\O"&\U@Z?/E/W VDA
o\ %0 Lo
Should be a synthesis of t, present and future. . = ..
y T Ddol P — iy

It should be in the form of statistical standard written_ .«
in specific numerical terms. <o . o0 = s

It should have support of top management )=l =:2.,.))

throughout the period of its planning and  «e a2 =0 sl
supplementation ﬁ@/@ " A\




* Accounting: “xladll

“The process of systematically recording and
managing financial accounts”

Example: Preparing a Profit and Loss Statement



e Auditing: (sl 5 4 jall
An assessment of how well an organization's

management team is applying its strategies and
resources.




e Purchasing: <L yilall

The act of obtaining or buying goods and

services. PURCHASING
Department

-
|
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