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Summary

11

There are two kinds of administration, * practical administration ” and “scien-

tifie saministration.” Practical administration cen only be snccessfully achieved by-
gkill whilst scicntific administration depends solely upon technical kpnowledge. An

administrator will be able to work most eflectively by having hoth skill and technical
knowledge.

In performing dnty of any kind, one must posserg three most important things—
head, heart and handd, Without thege, work cannot possibly be achieved.

Human relations can neithier be ignored in dealing with mankind, Pergonal
abilities 28 well ag conducts of the subordinates mmust e taken into account in order
that the right kinds of work can be assigned to the right persens which in turn will
bring about the most cifective result. The less capable officials or employers are big

obstacles in any kind of work. Therefore officials must be well trained in order 1o be

able to work most effectively,




