) DMINISTRATION is manage-
ment of persennel and mate-.

rial in such an organised and co-
ordinated mander 5o as to reap the
maximum benefits. with mintmam
costs and efforts.  Material can be
standardised and this depends upon
the type of operation, personnel is
the real dynamic factor affecting
the management of affairs, - Ad-
ministration, the new techniques of
personnel management .are coming:
into the fore-front giving it more
and more human touch, Modern

studies and experiments in psycho- -

dogy are responsible for rapid and
cover-all changes. Any worker
-according to present frends, shonld
be considsred in his total
and not in parts.
workers, is successful “administra-
tion.” In the discussion below, it
afernpis to throw light on  the
. main techriques, followed in per-
sonhel management - of Nursing
Administration. As aursing. pro-
fession is also infiuenced by out-
side chnqgaq and cannot lax haehind
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in its. progressive and fasi-changing’

A Te
Sitdation

ideas while keeping pace with daily -

~advancing world.

Policies = are pre-requisite for -

“any . administration. Personnel

od are the most impdr-
‘tant factors as they give 4 sort of
guaranies of fair dnd equitable
treatment o the employee and re-
" lieves the supervisor from taking

“personal” decisions. .It. thus be-

. comes a guiding factor. Principle
~of coordination is desirably. ap-

_plied “here and a committee re- -

" presenting nurses can be set up-to
- .recommnend the policy ind suggest
the ways and means to be adopted’
to make it effective. - - o

- Jn carrying out’ the function of

omployment - the  administrative.
" techniques used should. be based, on
job analysis and. jobr . specification.
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By this it is meant-that appointment

of a’proper person should bhe donc

for a properjob and the scops” of
|

the work should be clearly defined.
Sach factors as mental and . physi-
cal yequirements,,skill, knowladge,
ability: 16 take up responsibilities
and ability of workivg in particu-
lar conditions- is necessary in the

employse, and. the. accurate  des-
cription of a job for which she'is

selected; 'go - to make up what is

called a’ job analysis. - Job speci--
fication is description and summary-

of investigations of job analysis in
specific. words. . At.the - time. of

employment a clear idea should be’
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gven to” an emplboyee dbouttime

and work sthedule as well as rules .

and- regulations she- will” have to

~.abide by, This leaves no foom for -
Cwmisunderstanging -

Manuals, . orgaaisationall ¢harls,
and lines of communication should
be made very ‘clear. Tn this con-
nection evaluation should be adop-
ted"as -2 continidus prodess .and

assessment by -different tests, and.

- procedures should be - made and .
the employee. kept informed from -
time o time about her progress by

.personal intérvicw, '

periodic con-
ference and keeping record and re-
©Joint consultation” of personunei
paves a way for smoeth running;
obedience, and casy. execution, as
worker's themselves participate and
cohsent, unanimously .on  some

issues., They feel satisfaction and.-
_sense of belonging is created, which

encourages. and urges to ‘take up.
the résponsibilities ~on .their ‘own
initiative.” Group discdssions, joint
committees, ‘formal and informed
conferences cam serve thé purpese,

- Another most important” factor
conngeted with administration is.

Generally  overy
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Cone works' for ma‘i}itanance' and
meoney is. evaluation of work ex- -

- pressed inatg‘fi‘_ally and in copérete

ferms, . Ploper justice  Is  hence
"-désired and.to Keep up to the-
ol s Ty 3
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", bt aceepted.as the “basis; - That .is
payment should. be based on im--

poriance, skiil and knowledge, . -
+ “The -efmployses , rightly expect
health” and safety. on duty.. The
concept of health is "fast. changing
- and 18" widened in its. scope with -
Cinclusion 'of mental, sociall and
spirifual aspects.” Not™ only the
curative but preveniive and. pro-
maotive sides are” stressed.  Several
- prograrumes are being implemented”
with betler observation studies and
suggestidns for a1t round improye-
ments in. existing measures, such
as. regilar physical - examination,

: - periodic check-up, training courses
afterwards,.

- in ; health,  hygiene and - safety .
" measures, “proper.- and - compre~

‘hensive analysis ‘of aceiderits with:
- precaytions taken,  ™ew ‘measurgs
‘adopted are maintenance of- accu-
rate
-sickness. with' sufficient statistics.
Nupsing ~administration - has ‘twé-

such @ programnte. It is not only
© the-question’ of safety and health
~of nussing personnel alone,” but. in
dddition ' a responsibility of safe:
- guarding.a patient also should be
. duly tonsidered and planned out.
. In addition to sxercise of préven-
" tive ‘measurés. -as
- proper safe and suitable working. -
conditions. should.” bé provided,
‘with writteh instructiops ahd guid-
ing boards; whenever and wherevei
neceéssary. - . L oo
~ No need of .'emphasizing tHe
consideration of wélfare aspect of -
cemployees in. pursing profession,
it i accepted  in‘ any administra-
tive set-up as a ‘guiding principle
and-nursing is nof an’ exception to.
the rule. . The services generally
(Continued on page 159)
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and -complete . records * of

fold responsibility . in" relation - 0. .

immunisation,: ©



