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Teaching Techniques and Methodologies 
1. Introduction to Teaching: Concept, Nature, and Evolution 
Definition of Teaching: 
Teaching is a deliberate, interactive, and planned process implemented by an educator to facilitate learning. 
It involves the systematic transmission and facilitation of knowledge (cognitive skills), practical abilities 
(psychomotor skills), and values or attitudes (affective skills) within a structured educational context. A 
refined definition characterizes teaching as the process of preparing students for learning by providing an 
initial structure, clarifying intended outcomes, indicating effective learning strategies, creating 
opportunities for practice and application, and delivering improvement-oriented feedback. 
The Nature and Evolution of Teaching: 

• Teaching as a Mutual Exchange: It is not a one-way transmission but a dynamic interaction 
involving the mutual exchange of experiences and information between the teacher and the 
students. 

• Teaching as a Provocative Activity: Its purpose is to stimulate and provoke academic, mental, 
and personal development in learners. 

• Shift from Traditional to Modern Role: 
o Traditional (Teacher-Centered) Role: The teacher was viewed as the primary source or 

"fountainhead" of knowledge. The focus was on the dissemination of information through 
methods like lecturing ("chalk-and-talk"), and students were passive recipients. 

o Modern (Student-Centered) Role: The teacher acts as a facilitator, guide, and co-learner. 
The focus shifts to creating environments where students can discover, construct, and 
collaborate on knowledge. This approach caters to individual differences and uses methods 
like group work, experiments, and research-based learning. 

The Process of Learning and Teaching: 
• Students possess unique ways of understanding, processing, and demonstrating knowledge, and 

they learn at their own pace. 
• Teachers must be diagnosticians of learning, considering students' background knowledge, the 

learning environment, and educational goals when selecting appropriate teaching methods. 
• A wide spectrum of methods exists, ranging from traditional (explaining, questioning) to modern 

(role-play, seminars, case studies, technology-integrated learning). 
2. The Roles and Characteristics of an Effective Teacher 
An effective teacher seamlessly transitions between multiple roles, embodying a blend of personal and 
professional qualities. 
The Five Major Roles of a Teacher: 

1. Subject Matter Expert: Possesses deep, extensive, and current knowledge of the subject, going 
beyond textbooks to develop original thoughts and a genuine passion for the discipline. 

2. Pedagogical Expert: Sets clear, achievable learning goals; demonstrates a positive attitude; helps 
students overcome learning difficulties; guides critical thinking and problem-solving; and provides 
fair and constructive evaluation. 
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3. Excellent Communicator: Demonstrates effective oral and written communication, strong 
organizational abilities, and planning skills. Actively helps students develop their own 
communication competencies. 

4. Student-Centered Mentor: Encourages each student to learn through varied methods, promotes 
active participation, and challenges students to reach higher intellectual and personal levels. 

5. Systematic and Continual Assessor: Develops and implements procedures for assessing student 
learning outcomes; systematically evaluates their own teaching effectiveness; and refreshes 
instructional materials and styles to improve student learning. 

Characteristics of an Effective Teacher: 
A. Personal Qualities: 

• Fairness: Avoids any form of favoritism; treats all students justly and equitably. 
• Positive Attitude: Believes in student success, uses meaningful verbal praise, and proactively 

"catches students doing things right." 
• Preparedness: Is competent in the subject matter and thoroughly prepared for lessons, which 

allows for better management of behavioral matters. 
• Personal Touch: Connects with students personally by using their names, sharing relevant stories, 

and showing genuine interest in their lives. 
• Sense of Humor: Uses wit and humor to break the ice, reduce anxiety, and make learning an 

enjoyable experience. 
• Creativity: Employs unusual, engaging, and innovative methods to motivate students and present 

content. 
• Willingness to Admit Mistakes: Apologizes for errors, modeling humility, integrity, and a growth 

mindset for students. 
• Forgiving: Shows a willingness to forgive student misbehavior and move forward without holding 

grudges. 
• Respect: Gives respect to students to earn it in return; handles situations with sensitivity and 

dignity. 
• High Expectations: Sets challenging yet realistic academic and behavioral standards, motivating 

students to consistently do their best. 
• Compassion: Cares for students' emotional well-being and works to reduce the impact of hurt 

feelings on learning. 
• Sense of Belonging: Actively builds a classroom community and unity to create an emotionally 

safe space where every student feels valued and included. 
B. Professional Qualities: 

• Collaboration: Works constructively and cooperatively with colleagues, parents, and the 
community to achieve common educational goals. 

• Honesty and Integrity: Demonstrates truthfulness, maintains confidentiality, and is trustworthy in 
all professional dealings. 

• Respect (Professional): Values diversity, establishes rapport with students and colleagues, and 
addresses varied learning and cultural needs. 

• Commitment to Learning: Values lifelong learning for both self and students; uses research-based 
strategies; and continuously reflects on and improves their own practice. 
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• Emotional Maturity: Is self-confident, enthusiastic, punctual, reliable, and handles all situations 
with appropriate professionalism and composure. 
 

3. Theoretical Foundations of Learning and Teaching 
Vygotsky's Zone of Proximal Development (ZPD) 

• Theory: Lev Vygotsky theorized that a child's cognitive development is defined by two levels: 
1. The Actual Developmental Level: What a child can do independently without any 

assistance. 
2. The Zone of Proximal Development (ZPD): The difference between what a learner can 

do without help and what they can achieve with guidance and encouragement from a skilled 
partner (e.g., a teacher or more capable peer). 

• Implication for Teaching: Effective teaching occurs within the ZPD. It consists of "assisting 
performance" to "awaken" and nurture mental functions that are in a stage of maturing. Teaching 
is only effective when it precedes development. 

• Scaffolding (Means of Assistance): This is the supportive framework provided by the teacher to 
help students bridge the gap in their ZPD. Techniques include: 

o Modeling: Demonstrating a behavior or skill for imitation. 
o Feeding Back: Providing constructive information on performance, allowing learners to 

compare against a standard and self-correct. 
o Contingency Managing: Using principles of reinforcement and punishment to shape and 

encourage desirable behavior. 
o Directing: Requesting specific actions from the student to clarify the correct response. 
o Questioning: Prompting mental operations that the learner cannot produce alone. 
o Explaining: Providing rationale and logical connections to help learners organize new 

information. 
o Task Structuring: Breaking down a complex task into smaller, manageable parts by 

chunking, segregating, and sequencing. 
The Constructivist Approach 

• Core Idea: Learners construct their own knowledge and meaning through active interaction 
between their existing experiences and new ideas. Knowledge is not passively received but is 
actively built. 

• Key Principles: 
o Learning is an active, interpretive, and iterative process. 
o New knowledge is built upon and connected to prior knowledge (through Assimilation and 

Accommodation). 
o Learning is inherently social and culturally influenced. 
o The teacher's role shifts from instructor to facilitator of learning. 

• Implications for Teaching: 
o Use active learning techniques (problem-solving, experiments, inquiry). 
o Pose problems that are relevant to students' lives. 
o Encourage dialogue, collaboration, and peer learning. 
o Assess learning continuously within the context of teaching. 
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4. The Concept of Effective Teaching and a Conducive Learning Environment 
Defining Effective Teaching 
Effective teaching is the professional practice that demonstrably leads to improved student learning, 
achievement, and holistic development. It involves talking to learners about their learning and, crucially, 
listening to them. 
Aspects of Effective Teaching: 

• Effectively managing the classroom. 
• Starting each class with a clear objective. 
• Engaging students with strategic questioning. 
• Consolidating the lesson at the end for retention. 
• Diagnosing and correcting common student errors. 

Approaches to Teaching Effectiveness: 
• The 'Style' View: Effectiveness is determined by the teacher's actions and behaviors (e.g., 

displaying warmth and enthusiasm, minimizing direct instruction, facilitating knowledge 
construction through dialogue, using research-based techniques). 

• The 'Outcomes' Approach: Effectiveness is determined by student results, measured by 
achievement and the added value a teacher contributes to student growth. 

• The 'Inquiry' Approach: Effectiveness is determined by the quality of a teacher's inquiry into the 
relationship between their teaching style and student outcomes. It involves a continuous cycle of 
reflection, action, and evaluation. 

Key Factors for Effective Teaching (Gurney, 2007): 
1. Teacher Knowledge, Enthusiasm, and Responsibility: Creating an environment where 

knowledge is shared and enjoyed, and the teacher takes responsibility for fostering a love for 
learning. 

2. Classroom Activities That Encourage Learning: Designing activities that allow students to 
explore, experiment, and feel a sense of mastery and ownership over their learning. 

Creating a Conducive Learning Environment 
A conducive learning environment is positive, safe, respectful, and well-managed, enabling efficient 
learning and fostering self-directed students. 
Teacher's Responsibilities in Fostering this Environment: 

• Instructor of Knowledge: Imparting curriculum knowledge through diverse methods. 
• Creator of Classroom Environment: Setting a positive, warm, and happy tone that influences 

student behavior and social interactions. 
• Role Model: Serving as an exemplar whom students imitate, reflecting positive values, behavior, 

and a love for learning. 
• Mentor: Encouraging students to do their best, enjoy learning, and building their confidence 

through active listening and support. 
• Protector: Being vigilant for signs of trouble (e.g., behavioral changes, abuse) and taking 

appropriate, timely action. 
Strategies for a Conducive Environment: 

• Keep Students Motivated: Prevent discipline problems by intrinsically engaging students in 
learning. 
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• Meet Basic Needs: Ensure students feel physically and emotionally safe, accepted, and valued. 
• Exercise Moderate Control: Balance between authoritarian and laissez-faire approaches; too 

much control harms critical and creative thinking. 
• Empower Students: Make them responsible for their own learning to develop independence. 
• Differentiate Instruction: Tailor instruction to students' developmental levels, readiness, and 

learning styles. 
• Build Relationships: Learn names and positive information about each student. 
• Show Interest: Use eye contact, gestures, and proximity to communicate care and attention. 
• Use Positive Language: When addressing misbehavior, describe the act, don't characterize the 

student (e.g., "That comment was rude," not "You are rude"). 
• Maximize Engaged Time: Use wit, smooth transitions, and group focus strategies to keep students 

on task. 
• Establish Rules and Routines: Teach procedures explicitly and display a few general, positive, 

and applicable rules. 
• Be Assertive in Discipline: Enforce rules fairly, consistently, and calmly. 
• Handle Misbehavior Effectively: 

o Deal with the present problem immediately. 
o Talk to the student directly and privately. 
o Stay calm and avoid anger, empty threats, or physical handling. 

5. Core Teaching Methodologies and Strategies 
Classroom Management 
Classroom management encompasses the techniques and actions teachers use to create an environment that 
supports both academic and social-emotional learning, including preventing and responding to disruptive 
behavior. 
Principles of Classroom Management and Setup: 

• Teachers should have a clear view of all students at all times. 
• Teaching materials should be readily accessible. 
• High-traffic areas should be free of congestion. 
• All students should be able to see instructional presentations. 
• Procedures and routines must be explicitly taught and reinforced. 

Time Management in the Classroom: 
• Allocated Time: The total time scheduled for a subject (e.g., 30 minutes for mathematics). 
• Engaged Time: The portion of allocated time during which students are actively involved in the 

academic subject. 
• Academic Learning Time: The subset of engaged time during which students are working with a 

high success rate (70-80% correct). This is the most critical factor directly linked to student 
achievement. 

Teaching Methods & Strategies: 
• Lecture Method: 

o Pros: Efficient for delivering large amounts of information to large groups; instructor-
controlled. 
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o Cons: Minimizes student feedback and interaction; can be passive; information retention 
is often low. 

o Improving Lectures: Fit the lecture to the audience, focus the topic, prepare a clear 
outline, use relevant examples, be aware of and responsive to audience feedback, and 
deliver with enthusiasm. 

• Direct Instruction: 
o A highly structured, teacher-centered, and explicit strategy for the efficient transmission of 

knowledge and skills. 
o Common Steps: Review previous learning, state goals, present new material in small 

steps, provide guided and independent practice, ask many questions, and provide 
immediate feedback and corrections. 

• Indirect Instruction: 
o A student-centered strategy where the teacher is a facilitator, leveraging student curiosity 

and encouraging observation, investigation, and hypothesis formation. 
o Main Strategies: Problem-solving, case studies, and reading for meaning. 

• Case Method: Engages students in active discussion about real-world issues and problems, 
applying theoretical classroom learning to practical scenarios. 

• Discussion Method: Engages students in active dialogue about issues, initiated by a probing 
question from the teacher. Requires careful planning and student preparation. 

• Active Learning: Creates environments where students talk, listen, read, write, and reflect through 
problem-solving, group work, simulations, etc. It enhances critical thinking and retention. 

• Cooperative Learning: A systematic pedagogical strategy where small, mixed-ability teams work 
toward a common goal. 

o Key Elements: Positive interdependence, face-to-face interaction, individual 
accountability, teaching of social skills, and group processing. 

o Advantages: Improves academic achievement, retention, social skills, self-esteem, and 
promotes positive race relations. 

• Collaborative Teaching (Team Teaching): Two or more teachers share responsibility for 
planning, instructing, and assessing the same group of students. 

o Models: Traditional Team Teaching, Linked Courses, Connected Courses. 
o Co-teaching Strategies: One Teach/One Observe, One Teach/One Assist, Parallel 

Teaching, Station Teaching, Alternative Teaching. 
• Integrating Technology: Using tools like educational software, online resources, and interactive 

platforms to extend and enhance learning. Requires addressing varying levels of student digital 
literacy. 

• Distance Learning: Any form of teaching where the teacher and learner are not in the same place 
at the same time (e.g., online courses, virtual classrooms). 

6. Essential Teaching Techniques 
• Questioning: Used to assess prior learning, stimulate critical thinking, clarify doubts, and 

encourage an inquisitive mindset. It helps teachers gauge what students have learned and decide 
the direction of further teaching. 
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• Explaining: Involves presenting information in a direct, logical, and structured way, often through 
mini-lectures, supported by examples and summaries. Its purpose is to provide explanations that 
help learners organize new learning. 

• Modeling: A visual aid where learning occurs through observation, retention, and replication of 
demonstrated behavior. It works on the three criteria of observing, retaining, and replicating and is 
crucial for reinforced learning. 

• Demonstrating: A step-by-step explanation that includes the reasons and significance behind each 
step, often involving practical experimentation. It enhances understanding and skill application 
through practical demonstration. 

• Collaborating (Group Work): Teaching students to work effectively in teams, promoting mutual 
responsibility, research skills, critical analysis, and problem-solving through discussion. 

• Brainstorming: A group creativity technique designed to generate a large number of ideas for 
creative problem-solving. 

o Rules: Withhold criticism, welcome free-wheeling and unconventional ideas, aim for 
quantity, and combine and improve upon ideas. 

• Problem-Solving Method: A process that involves choosing effective tools and behaviors to reach 
a target using scientific and critical thinking. 

o Steps: Identify and delimit the problem, plan an approach, prepare a guide, provide 
resources, examine the problem, conclude, and discuss findings. 

o Advantages: Promotes active participation, scientific thinking, and a sense of 
responsibility. 

o Disadvantages: Can be time-consuming, not suitable for all subjects, and may be resource-
intensive. 

• Drama Technique: Uses theatrical methods to enhance learning. 
o Types: Informal Drama (unrehearsed, improvisational), Role-Playing (preparing for a role 

before acting), Formal Drama (scripted performances). 
o Advantages: Makes learning fun, improves language and communication skills, and 

allows for the exploration of solutions to problems. 
o Disadvantages: Time-consuming, can be costly, and some students may feel self-

conscious or threatened.
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One-Liner Statements: Teaching Techniques & Methodologies 
1. Introduction to Teaching 

1. Teaching is a deliberate, interactive, and planned process to facilitate learning. 
2. It involves the systematic transmission of knowledge (cognitive), practical abilities 

(psychomotor), and values (affective). 
3. Teaching prepares students for learning by providing an initial structure and clarifying intended 

outcomes. 
4. The nature of teaching is a mutual exchange of experiences between teacher and students. 
5. Teaching is a provocative activity aimed at stimulating academic, mental, and personal 

development. 
6. The traditional role of a teacher is as the primary source or "fountainhead" of knowledge. 
7. The modern role of a teacher is as a facilitator, guide, and co-learner. 
8. The traditional method focuses on "chalk-and-talk" lecturing with students as passive recipients. 
9. The modern method focuses on creating environments for students to discover, construct, and 

collaborate on knowledge. 
10. Teachers must be diagnosticians of learning, considering students' background knowledge and the 

learning environment. 
2. Roles and Characteristics of an Effective Teacher 

11. The five major roles of a teacher are Subject Matter Expert, Pedagogical Expert, Excellent 
Communicator, Student-Centered Mentor, and Systematic Assessor. 

12. A Subject Matter Expert possesses deep, current knowledge and a genuine passion for the 
discipline. 

13. A Pedagogical Expert sets clear learning goals and guides critical thinking and problem-solving. 
14. An Excellent Communicator helps students develop their own communication competencies. 
15. A Student-Centered Mentor encourages learning through varied methods and promotes active 

participation. 
16. A Systematic and Continual Assessor evaluates student outcomes and their own teaching 

effectiveness. 
17. Personal qualities of an effective teacher include fairness, positive attitude, and preparedness. 
18. Fairness means treating all students justly and equitably without favoritism. 
19. A positive attitude involves believing in student success and using meaningful verbal praise. 
20. Preparedness in subject matter and lessons allows for better management of behavioral matters. 
21. Personal touch involves connecting with students by using their names and showing genuine 

interest. 
22. A sense of humor is used to break the ice, reduce anxiety, and make learning enjoyable. 
23. Creativity involves using unusual and innovative methods to motivate students. 
24. Willingness to admit mistakes models humility, integrity, and a growth mindset for students. 
25. A forgiving nature means moving forward from student misbehavior without holding grudges. 
26. Respect is given to students to earn it in return, handling situations with sensitivity. 
27. High expectations involve setting challenging yet realistic academic and behavioral standards. 
28. Compassion involves caring for students' emotional well-being and reducing the impact of hurt 

feelings. 
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29. A sense of belonging is created by building a classroom community where every student feels 
valued. 

30. Professional qualities include collaboration, honesty, integrity, and respect. 
31. Collaboration means working constructively with colleagues, parents, and the community. 
32. Commitment to learning involves valuing lifelong learning for both self and students. 
33. Emotional maturity involves being self-confident, reliable, and handling situations with 

composure. 
3. Theoretical Foundations of Learning and Teaching 

34. Vygotsky's Zone of Proximal Development (ZPD) defines two levels of cognitive development. 
35. The Actual Developmental Level is what a child can do independently without assistance. 
36. The Zone of Proximal Development (ZPD) is what a learner can achieve with guidance from a 

skilled partner. 
37. Effective teaching occurs within the learner's ZPD. 
38. Scaffolding is the supportive framework provided by the teacher to help students bridge their ZPD. 
39. Scaffolding techniques include modeling, feeding back, contingency managing, and directing. 
40. Other scaffolding techniques are questioning, explaining, and task structuring. 
41. Task structuring involves breaking down a complex task into smaller, manageable parts. 
42. The Constructivist Approach posits that learners construct their own knowledge through active 

interaction. 
43. In constructivism, knowledge is not passively received but is actively built. 
44. Learning is an active, interpretive, and iterative process. 
45. New knowledge is built upon and connected to prior knowledge. 
46. Learning is inherently social and culturally influenced. 
47. In constructivism, the teacher's role shifts from instructor to facilitator of learning. 

4. Effective Teaching and Conducive Learning Environment 
48. Effective teaching demonstrably leads to improved student learning and holistic development. 
49. Effective teaching involves talking to learners about their learning and listening to them. 
50. Aspects of effective teaching include managing the classroom and starting with a clear objective. 
51. The 'Style' View of teaching effectiveness is determined by the teacher's actions and behaviors. 
52. The 'Outcomes' Approach measures effectiveness by student results and the added value from 

the teacher. 
53. The 'Inquiry' Approach focuses on the teacher's reflection on the relationship between their style 

and student outcomes. 
54. A conducive learning environment is positive, safe, respectful, and well-managed. 
55. The teacher's role includes being an instructor of knowledge and a creator of the classroom 

environment. 
56. The teacher is a role model whom students imitate, reflecting positive values. 
57. The teacher acts as a mentor to encourage students and build their confidence. 
58. The teacher is a protector, vigilant for signs of trouble like behavioral changes or abuse. 
59. A key strategy is to keep students motivated to prevent discipline problems. 
60. A conducive environment requires meeting students' basic needs for physical and emotional safety. 
61. Teachers should exercise moderate control, balancing authoritarian and laissez-faire approaches. 
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62. Empowering students makes them responsible for their own learning, developing independence. 
63. Differentiating instruction means tailoring it to students' developmental levels and learning 

styles. 
64. Using positive language when addressing misbehavior means describing the act, not 

characterizing the student. 
5. Core Teaching Methodologies and Strategies 

65. Classroom management involves techniques to create an environment that supports academic and 
social-emotional learning. 

66. A principle of classroom setup is that teachers should have a clear view of all students at all times. 
67. Allocated Time is the total time scheduled for a subject. 
68. Engaged Time is the portion of allocated time students are actively involved in the subject. 
69. Academic Learning Time is when students work with a high success rate (70-80% correct). 
70. Academic Learning Time is the most critical factor directly linked to student achievement. 
71. The Lecture Method is efficient for delivering large amounts of information to large groups. 
72. A disadvantage of the Lecture Method is low information retention and minimal student 

interaction. 
73. Direct Instruction is a highly structured, teacher-centered strategy for efficient knowledge 

transmission. 
74. Steps in Direct Instruction include reviewing previous learning, stating goals, and providing 

immediate feedback. 
75. Indirect Instruction is a student-centered strategy where the teacher is a facilitator. 
76. Main strategies of Indirect Instruction are problem-solving, case studies, and reading for 

meaning. 
77. The Case Method engages students in active discussion about real-world issues. 
78. The Discussion Method engages students in active dialogue initiated by a probing question. 
79. Active Learning creates environments where students talk, listen, read, write, and reflect. 
80. Cooperative Learning involves small, mixed-ability teams working toward a common goal. 
81. A key element of Cooperative Learning is positive interdependence. 
82. Other key elements are face-to-face interaction, individual accountability, and teaching of 

social skills. 
83. Collaborative Teaching (Team Teaching) involves two or more teachers sharing responsibility. 
84. Co-teaching strategies include One Teach/One Observe, Parallel Teaching, and Station 

Teaching. 
6. Essential Teaching Techniques 

85. Questioning is used to assess prior learning, stimulate critical thinking, and clarify doubts. 
86. Explaining involves presenting information in a direct, logical, and structured way. 
87. Modeling is a visual aid where learning occurs through observation, retention, and replication. 
88. Demonstrating is a step-by-step explanation that includes the reasons behind each step. 
89. Collaborating (Group Work) teaches students to work effectively in teams, promoting mutual 

responsibility. 
90. Brainstorming is a group creativity technique to generate a large number of ideas. 
91. Rules for Brainstorming include withholding criticism and welcoming unconventional ideas. 



  MK PREPARATIONS  

 

P a g e  11 | 22 

 

  

1
. T

e
a

ch
in

g
 T

e
ch

n
iq

u
e

s &
 M

e
th

o
d

o
lo

g
ie

s 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

92. The Problem-Solving Method involves choosing effective tools and behaviors using scientific 
thinking. 

93. Steps in the Problem-Solving Method include identifying the problem, planning an approach, and 
examining the problem. 

94. An advantage of the Problem-Solving Method is that it promotes active participation and 
scientific thinking. 

95. A disadvantage is that it can be time-consuming and resource-intensive. 
96. The Drama Technique uses theatrical methods like role-playing to enhance learning. 
97. Informal Drama is unrehearsed and improvisational. 
98. Role-Playing involves preparing for a role before acting it out. 
99. An advantage of the Drama Technique is that it makes learning fun and improves communication 

skills. 
100. A disadvantage is that some students may feel self-conscious or threatened. 
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MCQ – Teaching Techniques and Methodologies 
1. What is the primary focus of the modern, 
student-centered role of a teacher? 
A) Disseminating information through lectures 
B) Acting as the fountainhead of knowledge 
C) Facilitating knowledge discovery and 
collaboration 
D) Ensuring passive reception of knowledge 
Answer: Facilitating knowledge discovery 
and collaboration 
2. Which of the following is NOT a key role of 
a teacher? 
A) Subject Matter Expert 
B) Financial Advisor 
C) Pedagogical Expert 
D) Systematic Assessor 
Answer: Financial Advisor 
3. Vygotsky's Zone of Proximal Development 
(ZPD) is defined as the difference between 
what a learner can do: 
A) With and without technology 
B) In a group and individually 
C) Without help and with guidance from a 
skilled partner 
D) At home and at school 
Answer: Without help and with guidance 
from a skilled partner 
4. Which teaching technique involves learning 
through observation, retention, and 
replication of demonstrated behavior? 
A) Brainstorming 
B) Modeling 
C) Lecturing 
D) Collaborating 
Answer: Modeling 
5. The constructivist approach to learning 
emphasizes that knowledge is: 
A) Passively received from the teacher 
B) Actively constructed by the learner 
C) Only acquired through memorization 
D) Solely dependent on textbook content 
Answer: Actively constructed by the learner 

6. Which of the following is a personal quality 
of an effective teacher? 
A) Collaboration with colleagues 
B) High expectations for students 
C) Commitment to lifelong learning 
D) Emotional maturity 
Answer: High expectations for students 
7. What is the most critical factor in time 
management that is directly linked to student 
achievement? 
A) Allocated Time 
B) Engaged Time 
C) Academic Learning Time 
D) Break Time 
Answer: Academic Learning Time 
8. The 'Inquiry' approach to teaching 
effectiveness is determined by: 
A) The teacher's display of warmth and 
enthusiasm 
B) Student results on standardized tests 
C) The quality of the teacher's reflection on their 
style and student outcomes 
D) The number of research-based techniques 
used 
Answer: The quality of the teacher's 
reflection on their style and student outcomes 
9. Which co-teaching strategy involves two 
teachers teaching the same content to two 
equal groups of students simultaneously? 
A) One Teach/One Assist 
B) Station Teaching 
C) Parallel Teaching 
D) Alternative Teaching 
Answer: Parallel Teaching 
10. A key element of Cooperative Learning 
that ensures no one "hitches a free ride" is: 
A) Positive Interdependence 
B) Face-to-Face Interaction 
C) Individual Accountability 
D) Group Processing 
Answer: Individual Accountability 
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11. What is the main purpose of using the 
brainstorming technique in the classroom? 
A) To critically evaluate every idea as it is 
presented 
B) To generate a large number of ideas for 
creative problem-solving 
C) To teach formal debate skills 
D) To assess individual student knowledge 
Answer: To generate a large number of ideas 
for creative problem-solving 
12. Which characteristic involves a teacher 
using wit to break the ice and reduce anxiety? 
A) Preparedness 
B) Sense of Humor 
C) Personal Touch 
D) Creativity 
Answer: Sense of Humor 
13. The process of breaking down a complex 
task into smaller, manageable parts is known 
as: 
A) Modeling 
B) Task Structuring 
C) Directing 
D) Explaining 
Answer: Task Structuring 
14. Which teaching method is described as a 
highly structured, teacher-centered strategy 
for efficient knowledge transmission? 
A) Indirect Instruction 
B) Case Method 
C) Direct Instruction 
D) Discussion Method 
Answer: Direct Instruction 
15. When addressing student misbehavior, a 
teacher should use positive language by: 
A) Characterizing the student as rude 
B) Describing the specific act that was 
inappropriate 
C) Ignoring the behavior to avoid confrontation 
D) Using sarcasm to correct the behavior 
Answer: Describing the specific act that was 
inappropriate 

16. What is the defining feature of a 
conducive learning environment? 
A) It is competitive and high-pressure 
B) It is positive, safe, respectful, and well-
managed 
C) It is completely student-led with no teacher 
intervention 
D) It focuses solely on academic achievement 
Answer: It is positive, safe, respectful, and 
well-managed 
17. Which of the following is a disadvantage 
of the Problem-Solving Method? 
A) It does not promote scientific thinking 
B) It is always suitable for all subjects 
C) It can be time-consuming and resource-
intensive 
D) It discourages active participation 
Answer: It can be time-consuming and 
resource-intensive 
18. In the context of teaching, what does 
"scaffolding" refer to? 
A) The physical structure of the classroom 
B) A supportive framework provided by the 
teacher to bridge the ZPD 
C) The final assessment given to students 
D) The curriculum designed by the school board 
Answer: A supportive framework provided 
by the teacher to bridge the ZPD 
19. Which type of drama involves 
unrehearsed, improvisational activities? 
A) Formal Drama 
B) Role-Playing 
C) Informal Drama 
D) Scripted Drama 
Answer: Informal Drama 
20. The teacher's role as a "protector" 
primarily involves: 
A) Imparting curriculum knowledge 
B) Being vigilant for signs of trouble like abuse 
or behavioral changes 
C) Setting a positive tone in the classroom 
D) Serving as an exemplar for students 



  MK PREPARATIONS  

 

P a g e  14 | 22 

 

  

1
. T

e
a

ch
in

g
 T

e
ch

n
iq

u
e

s &
 M

e
th

o
d

o
lo

g
ie

s 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

Answer: Being vigilant for signs of trouble 
like abuse or behavioral changes 
21. Which professional quality of a teacher 
involves working constructively with 
colleagues and parents? 
A) Honesty and Integrity 
B) Emotional Maturity 
C) Collaboration 
D) Respect 
Answer: Collaboration 
22. What is the core idea behind the 
'Outcomes' Approach to teaching 
effectiveness? 
A) The teacher's enthusiastic delivery 
B) The student results and the added value from 
the teacher 
C) The teacher's use of dialogue and discussion 
D) The teacher's inquiry into their own practice 
Answer: The student results and the added 
value from the teacher 
23. Differentiating instruction means tailoring 
it to students': 
A) Parental expectations only 
B) Developmental levels, readiness, and learning 
styles 
C) Performance on the final exam only 
D) Preferences for easy work 
Answer: Developmental levels, readiness, and 
learning styles 
24. Which of the following is a principle of 
effective classroom management and setup? 
A) High-traffic areas should be free of 
congestion 
B) Students should not be able to see all 
instructional presentations 
C) Teaching materials should be kept locked 
away 
D) Procedures should be assumed and not taught 
Answer: High-traffic areas should be free of 
congestion 
25. The technique of "feeding back" in 
scaffolding involves: 

A) Demonstrating a skill for imitation 
B) Providing constructive information on 
performance for self-correction 
C) Using reinforcement to shape behavior 
D) Requesting specific actions from the student 
Answer: Providing constructive information 
on performance for self-correction 
26. What is a major advantage of the 
Cooperative Learning method? 
A) It requires no planning from the teacher 
B) It improves academic achievement, retention, 
and social skills 
C) It ensures that only the brightest students do 
the work 
D) It is the fastest way to cover the curriculum 
Answer: It improves academic achievement, 
retention, and social skills 
27. According to the document, teaching is 
defined as a process that is: 
A) Accidental and unplanned 
B) Deliberate, interactive, and planned 
C) Solely focused on psychomotor skills 
D) A one-way transmission of information 
Answer: Deliberate, interactive, and planned 
28. Which teaching strategy leverages student 
curiosity and encourages observation and 
investigation? 
A) Direct Instruction 
B) Lecture Method 
C) Indirect Instruction 
D) Demonstrating 
Answer: Indirect Instruction 
29. The characteristic of "willingness to admit 
mistakes" in a teacher primarily models what 
for students? 
A) Inflexibility 
B) Humility, integrity, and a growth mindset 
C) That the teacher is not an expert 
D) A lack of preparedness 
Answer: Humility, integrity, and a growth 
mindset 
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30. In the Lecture Method, information 
retention is often: 
A) Very high 
B) Low 
C) Guaranteed 
D) Not a concern 
Answer: Low 
31. What is the primary goal of using the 
questioning technique in teaching? 
A) To fill up class time 
B) To intimidate students who are not paying 
attention 
C) To assess prior learning and stimulate critical 
thinking 
D) To avoid explaining concepts 
Answer: To assess prior learning and 
stimulate critical thinking 
32. Which of the following best describes 
"Academic Learning Time"? 
A) The total time scheduled for a subject 
B) The time when students are passively 
listening 
C) The engaged time when students are working 
with a high success rate 
D) The time spent on disciplinary actions 
Answer: The engaged time when students are 
working with a high success rate 
33. The "Style View" of teaching effectiveness 
is determined by: 
A) Student test scores 
B) The teacher's actions and behaviors, like 
displaying enthusiasm 
C) The teacher's annual self-evaluation report 
D) The number of degrees a teacher holds 
Answer: The teacher's actions and behaviors, 
like displaying enthusiasm 
34. What does the "Personal Touch" 
characteristic of a teacher involve? 
A) Using students' names and showing genuine 
interest in their lives 
B) Giving personal gifts to students 
C) Sharing personal problems with the class 

D) Allowing students to do whatever they want 
Answer: Using students' names and showing 
genuine interest in their lives 
35. Which of the following is a key principle 
of the Constructivist Approach? 
A) Learning is a passive process of receiving 
information 
B) New knowledge is built upon and connected 
to prior knowledge 
C) The teacher is the sole source of knowledge 
D) Learning is independent of social and cultural 
context 
Answer: New knowledge is built upon and 
connected to prior knowledge 
36. The teacher's role as a "facilitator" is 
most closely associated with which teaching 
approach? 
A) Traditional Teacher-Centered Role 
B) Modern Student-Centered Role 
C) Chalk-and-Talk Method 
D) Fountainhead of Knowledge Role 
Answer: Modern Student-Centered Role 
37. Which technique involves a step-by-step 
explanation that includes the reasons behind 
each step? 
A) Modeling 
B) Demonstrating 
C) Brainstorming 
D) Questioning 
Answer: Demonstrating 
38. What is a recommended way to improve 
the effectiveness of a lecture? 
A) Read directly from the textbook for accuracy 
B) Fit the lecture to the audience and deliver it 
with enthusiasm 
C) Avoid using any examples to save time 
D) Ignore audience feedback to stay on track 
Answer: Fit the lecture to the audience and 
deliver it with enthusiasm 
39. According to Gurney (2007), one key 
factor for effective teaching is: 
A) Strict authoritarian control 
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B) Teacher knowledge, enthusiasm, and 
responsibility 
C) Focusing only on high-achieving students 
D) Using only traditional teaching methods 
Answer: Teacher knowledge, enthusiasm, and 
responsibility 
40. What is the main purpose of establishing 
rules and routines in the classroom? 
A) To punish students frequently 
B) To create a structured and predictable 
environment for efficient learning 
C) To show the teacher's authority 
D) To eliminate the need for student interaction 
Answer: To create a structured and 
predictable environment for efficient learning 
41. In Vygotsky's theory, the "Actual 
Developmental Level" refers to what a child 
can do: 
A) With guidance from a peer 
B) Independently without any assistance 
C) In the distant future 
D) Under stress 
Answer: Independently without any 
assistance 
42. Which of the following is a strategy for 
creating a conducive learning environment? 
A) Meeting students' basic needs for physical 
and emotional safety 
B) Exercising maximum control over all student 
actions 
C) Avoiding building relationships to maintain 
objectivity 
D) Using negative language to correct behavior 
effectively 
Answer: Meeting students' basic needs for 
physical and emotional safety 
43. The Discussion Method of teaching 
requires: 
A) No preparation from students 
B) Careful planning and student preparation 
C) The teacher to do all the talking 
D) Avoiding any probing questions 

Answer: Careful planning and student 
preparation 
44. What is the primary focus of the "Case 
Method" in teaching? 
A) Rote memorization of facts 
B) Applying theoretical learning to practical, 
real-world scenarios 
C) Silent individual study 
D) Practicing handwriting skills 
Answer: Applying theoretical learning to 
practical, real-world scenarios 
45. Which characteristic involves a teacher 
proactively "catching students doing things 
right"? 
A) Fairness 
B) Positive Attitude 
C) Forgiving 
D) Sense of Belonging 
Answer: Positive Attitude 
46. The technique of "contingency managing" 
in scaffolding involves: 
A) Providing logical connections for new 
information 
B) Using reinforcement and punishment to 
shape behavior 
C) Breaking tasks into smaller parts 
D) Demonstrating a skill for imitation 
Answer: Using reinforcement and 
punishment to shape behavior 
47. What is a significant disadvantage of the 
Drama Technique? 
A) It never improves communication skills 
B) It makes learning boring 
C) It can be time-consuming and may make 
some students self-conscious 
D) It is the cheapest method to implement 
Answer: It can be time-consuming and may 
make some students self-conscious 
48. Empowering students in a conducive 
learning environment primarily aims to: 
A) Make the teacher's job easier 
B) Develop student independence and 
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responsibility for their own learning 
C) Reduce the amount of homework 
D) Entertain students with fun activities 
Answer: Develop student independence and 
responsibility for their own learning 
49. Which of the following is a professional 
quality of an effective teacher? 
A) Sense of Humor 
B) Compassion 
C) Commitment to Learning 
D) Creativity 
Answer: Commitment to Learning 
50. The process of "assisting performance" to 
awaken mental functions is central to 
teaching within the: 
A) Actual Developmental Level 
B) Zone of Proximal Development (ZPD) 
C) Lecture Hall 
D) Traditional Curriculum 
Answer: Zone of Proximal Development 
(ZPD) 
51. What does the "Systematic and Continual 
Assessor" role of a teacher involve? 
A) Only assessing students at the end of the year 
B) Evaluating student learning outcomes and 
their own teaching effectiveness 
C) Focusing solely on subject matter expertise 
D) Avoiding feedback to students 
Answer: Evaluating student learning 
outcomes and their own teaching effectiveness 
52. Which co-teaching strategy involves one 
teacher leading the lesson while the other 
circulates to provide assistance? 
A) One Teach/One Observe 
B) Parallel Teaching 
C) One Teach/One Assist 
D) Station Teaching 
Answer: One Teach/One Assist 
53. A teacher who serves as an exemplar for 
students, reflecting positive values, is fulfilling 
the role of a: 
A) Protector 

B) Role Model 
C) Mentor 
D) Subject Matter Expert 
Answer: Role Model 
54. In brainstorming, one of the key rules is 
to: 
A) Criticize ideas as they are generated 
B) Welcome free-wheeling and unconventional 
ideas 
C) Aim for a small number of perfect ideas 
D) Allow only the teacher to generate ideas 
Answer: Welcome free-wheeling and 
unconventional ideas 
55. What is the main advantage of using 
Active Learning strategies? 
A) They require minimal effort from the teacher 
B) They enhance critical thinking and retention 
of knowledge 
C) They ensure complete silence in the 
classroom 
D) They are the same as the traditional lecture 
method 
Answer: They enhance critical thinking and 
retention of knowledge 
56. The nature of teaching as a "mutual 
exchange" emphasizes that it is: 
A) A one-way transmission from teacher to 
student 
B) A dynamic interaction between teacher and 
students 
C) Only about the teacher's experiences 
D) Independent of student input 
Answer: A dynamic interaction between 
teacher and students 
57. Which of the following is a component of 
Direct Instruction? 
A) Presenting new material in large, complex 
chunks 
B) Providing immediate feedback and 
corrections 
C) Relying solely on student discovery 
D) Avoiding the review of previous learning 
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Answer: Providing immediate feedback and 
corrections 
58. The characteristic of "fairness" in a 
teacher requires: 
A) Treating all students justly and equitably, 
avoiding favoritism 
B) Giving everyone the same grade regardless of 
performance 
C) Focusing only on the most talented students 
D) Punishing all students for one student's 
mistake 
Answer: Treating all students justly and 
equitably, avoiding favoritism 
59. What is the purpose of the "explaining" 
technique in teaching? 
A) To confuse students with complex language 
B) To provide rationale and help learners 
organize new information 
C) To avoid answering student questions 
D) To fill time when unprepared 
Answer: To provide rationale and help 
learners organize new information 
60. According to the document, a teacher 
acting as a "diagnostician of learning" must 
consider: 
A) Only the final exam results 
B) Students' background knowledge and the 
learning environment 
C) Their own salary 
D) The opinions of other teachers only 
Answer: Students' background knowledge 
and the learning environment 
61. Which teaching method is characterized 
by small, mixed-ability teams working toward 
a common goal? 
A) Lecture Method 
B) Direct Instruction 
C) Cooperative Learning 
D) Distance Learning 
Answer: Cooperative Learning 
62. The term "scaffolding" in educational 
theory is most closely associated with the 

work of: 
A) Piaget 
B) Vygotsky 
C) Gurney 
D) Skinner 
Answer: Vygotsky 
63. What is a key element of a conducive 
learning environment regarding control? 
A) Exercising moderate control, balancing 
authoritarian and laissez-faire approaches 
B) Exercising maximum control at all times 
C) Having no control and letting students do 
whatever they want 
D) Letting the parents control the classroom 
Answer: Exercising moderate control, 
balancing authoritarian and laissez-faire 
approaches 
64. Which of the following is a type of Formal 
Drama? 
A) Improvisational activities 
B) Role-Playing with preparation 
C) Scripted performances 
D) Unrehearsed plays 
Answer: Scripted performances 
65. The "Added Value" a teacher contributes 
is a concept central to which approach to 
teaching effectiveness? 
A) The Style View 
B) The Outcomes Approach 
C) The Inquiry Approach 
D) The Traditional Approach 
Answer: The Outcomes Approach 
66. In the context of teaching, "Assimilation 
and Accommodation" are processes related 
to: 
A) Building new knowledge upon prior 
knowledge in constructivism 
B) The lecture method 
C) Classroom seating arrangements 
D) Salary negotiations for teachers 
Answer: Building new knowledge upon prior 
knowledge in constructivism 
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67. Which of the following is a responsibility 
of a teacher as a "creator of the classroom 
environment"? 
A) Setting a positive, warm, and happy tone 
B) Only delivering the curriculum 
C) Focusing solely on administrative tasks 
D) Ignoring student behavior 
Answer: Setting a positive, warm, and happy 
tone 
68. What is the primary focus when a teacher 
uses the "One Teach/One Observe" co-
teaching strategy? 
A) Both teachers teaching the same content 
simultaneously 
B) One teacher teaching while the other gathers 
data on student learning 
C) Dividing the class into two groups based on 
ability 
D) Having one teacher manage discipline while 
the other teaches 
Answer: One teacher teaching while the other 
gathers data on student learning 
69. The technique of "directing" in 
scaffolding involves: 
A) Providing constructive feedback 
B) Requesting specific actions from the student 
to clarify the correct response 
C) Demonstrating a skill for imitation 
D) Using reinforcement to shape behavior 
Answer: Requesting specific actions from the 
student to clarify the correct response 
70. Which of the following is a recommended 
strategy for handling student misbehavior? 
A) Deal with the present problem immediately 
and talk to the student privately 
B) Ignore all misbehavior to avoid attention 
C) Use empty threats to scare students 
D) Handle the student with anger to show 
authority 
Answer: Deal with the present problem 
immediately and talk to the student privately 

71. What does "Differentiating Instruction" 
primarily involve? 
A) Teaching the same way to every student 
B) Tailoring instruction to students' individual 
needs, readiness, and learning styles 
C) Making the curriculum easier for everyone 
D) Focusing only on gifted students 
Answer: Tailoring instruction to students' 
individual needs, readiness, and learning 
styles 
72. The "Pedagogical Expert" role of a 
teacher includes: 
A) Only knowing the subject matter deeply 
B) Setting clear learning goals and guiding 
critical thinking 
C) Handling the school's finances 
D) Communicating only with parents 
Answer: Setting clear learning goals and 
guiding critical thinking 
73. Which of the following is an advantage of 
using the Role-Playing technique? 
A) It requires no preparation 
B) It allows for the exploration of solutions to 
problems in a safe environment 
C) It is the least time-consuming method 
D) It ensures all students will be extroverted 
Answer: It allows for the exploration of 
solutions to problems in a safe environment 
74. In the Problem-Solving Method, what is 
the first step? 
A) Conclude and discuss findings 
B) Provide resources 
C) Identify and delimit the problem 
D) Plan an approach 
Answer: Identify and delimit the problem 
75. What is the main goal of "maximizing 
engaged time" in the classroom? 
A) To have the longest school day possible 
B) To keep students on task and actively 
involved in learning 
C) To give students more free time 
D) To reduce the amount of curriculum covered 
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Answer: To keep students on task and 
actively involved in learning 
76. Which personal quality involves a teacher 
showing a willingness to move forward after 
student misbehavior? 
A) Fairness 
B) Forgiving 
C) Respect 
D) High Expectations 
Answer: Forgiving 
77. The concept that "teaching is only 
effective when it precedes development" is 
associated with: 
A) The Lecture Method 
B) Vygotsky's ZPD 
C) Direct Instruction 
D) The Outcomes Approach 
Answer: Vygotsky's ZPD 
78. What is a key function of the 
"questioning" technique in scaffolding? 
A) To punish students for not knowing the 
answer 
B) To prompt mental operations the learner 
cannot produce alone 
C) To fill silence in the classroom 
D) To avoid giving explanations 
Answer: To prompt mental operations the 
learner cannot produce alone 
79. Which of the following describes the 
"Linked Courses" model of Collaborative 
Teaching? 
A) Two teachers plan and teach the same course 
content together. 
B) Two separate courses are linked by a 
common theme and sometimes shared 
assignments. 
C) Teachers teach in rotating stations. 
D) One teacher teaches while the other assists. 
Answer: Two separate courses are linked by a 
common theme and sometimes shared 
assignments. 

80. A teacher who actively builds a classroom 
community to make every student feel valued 
is promoting: 
A) High Expectations 
B) Sense of Belonging 
C) Compassion 
D) Preparedness 
Answer: Sense of Belonging 
81. According to the document, effective 
teaching demonstrably leads to improved 
student: 
A) Learning, achievement, and holistic 
development 
B) Only rote memorization skills 
C) Performance in sports 
D) Obedience without question 
Answer: Learning, achievement, and holistic 
development 
82. Which of the following is a component of 
"task structuring" as a scaffolding 
technique? 
A) Using reinforcement 
B) Providing immediate feedback 
C) Chunking, segregating, and sequencing a 
complex task 
D) Demonstrating a skill 
Answer: Chunking, segregating, and 
sequencing a complex task 
83. The "Station Teaching" co-teaching 
strategy involves: 
A) Both teachers teaching the same content to 
the whole class 
B) Dividing the class and content into multiple 
stations, with teachers at separate stations 
C) One teacher teaching while the other 
observes 
D) Teaching different courses in the same room 
Answer: Dividing the class and content into 
multiple stations, with teachers at separate 
stations 
84. What is the primary purpose of 
consolidating the lesson at the end of a class? 
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A) To introduce new topics for the next day 
B) To give students a break 
C) To aid in retention of the material covered 
D) To assign homework quickly 
Answer: To aid in retention of the material 
covered 
85. Which characteristic involves a teacher 
caring for students' emotional well-being? 
A) Respect 
B) Compassion 
C) Fairness 
D) Positive Attitude 
Answer: Compassion 
86. In the context of learning, what does 
"ZPD" stand for? 
A) Zero Problem Domain 
B) Zone of Proximal Development 
C) Zealous Pupil Development 
D) Zonal Performance Data 
Answer: Zone of Proximal Development 
87. Which teaching method is most associated 
with the "chalk-and-talk" approach? 
A) Cooperative Learning 
B) Traditional Teacher-Centered Role 
C) Modern Student-Centered Role 
D) Constructivist Approach 
Answer: Traditional Teacher-Centered Role 
88. What is a key principle for establishing 
classroom rules? 
A) They should be numerous and highly specific 
B) They should be few, general, positive, and 
applicable 
C) They should be created by the principal only 
D) They should never be displayed for students 
to see 
Answer: They should be few, general, 
positive, and applicable 
89. The professional quality of "Respect" in a 
teacher involves: 
A) Valuing diversity and establishing rapport 
with students 
B) Demanding respect from students without 

giving any 
C) Only respecting other teachers 
D) Ignoring cultural differences in the classroom 
Answer: Valuing diversity and establishing 
rapport with students 
90. Which technique is described as a group 
creativity technique for generating ideas? 
A) Demonstrating 
B) Explaining 
C) Brainstorming 
D) Modeling 
Answer: Brainstorming 
91. What is the main implication of the 
Constructivist Approach for teaching? 
A) The teacher should lecture for the entire class 
period 
B) The teacher's role shifts from instructor to 
facilitator of learning 
C) Students should work in complete silence 
D) Knowledge is solely transmitted from the 
teacher 
Answer: The teacher's role shifts from 
instructor to facilitator of learning 
92. Which of the following is a strategy to 
build relationships in a conducive learning 
environment? 
A) Learn names and positive information about 
each student 
B) Avoid any personal connection with students 
C) Remember only the names of the top 
performers 
D) Use students' names only when they 
misbehave 
Answer: Learn names and positive 
information about each student 
93. The "Alternative Teaching" co-teaching 
strategy typically involves: 
A) Both teachers leading the whole class 
together 
B) One teacher teaching a large group while the 
other teaches a small group for remediation or 
enrichment 
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C) Teachers teaching in parallel groups 
D) Students rotating through stations 
independently 
Answer: One teacher teaching a large group 
while the other teaches a small group for 
remediation or enrichment 
94. What does "Emotional Maturity" as a 
professional quality entail? 
A) Being self-confident, reliable, and handling 
situations with composure 
B) Sharing all personal emotions with the class 
C) Reacting emotionally to student misbehavior 
D) Being overly friendly with students 
Answer: Being self-confident, reliable, and 
handling situations with composure 
95. According to the document, teaching 
involves the transmission of three types of 
skills: Cognitive, Psychomotor, and what 
else? 
A) Digital 
B) Affective (values or attitudes) 
C) Linguistic 
D) Musical 
Answer: Affective (values or attitudes) 
96. What is a primary advantage of the 
Indirect Instruction method? 
A) It is the fastest way to deliver facts 
B) It leverages student curiosity and encourages 
investigation 
C) It requires no preparation from the teacher 
D) It ensures all students think identically 
Answer: It leverages student curiosity and 
encourages investigation 
97. The characteristic of "creativity" in a 
teacher is demonstrated by using: 
A) Only the textbook 
B) Unusual, engaging, and innovative methods 
C) The same lesson plan every year 
D) Methods that require no effort 
Answer: Unusual, engaging, and innovative 
methods 

98. In which teaching method does the 
teacher initiate dialogue with a probing 
question? 
A) Lecture Method 
B) Discussion Method 
C) Direct Instruction 
D) Demonstrating 
Answer: Discussion Method 
99. What is the core idea behind "Positive 
Interdependence" in Cooperative Learning? 
A) Students work completely alone 
B) Students believe they sink or swim together 
C) The teacher does all the work for the group 
D) Success is based on individual performance 
only 
Answer: Students believe they sink or swim 
together 
100. Which of the following is a key 
responsibility of a teacher as a "mentor"? 
A) Encouraging students to do their best and 
enjoy learning 
B) Only delivering curriculum content 
C) Focusing solely on administrative reports 
D) Protecting the school's physical property 
Answer: Encouraging students to do their 
best and enjoy learning 
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Classroom Management and Discipline 
1. Definition, Concept, and Importance of Classroom Management 
Definition: 
Classroom Management is a broad, multi-dimensional process encompassing all the strategies, methods, 
and practices a teacher employs to establish and maintain a supportive, orderly, predictable, and productive 
learning environment. It is not merely about controlling student behavior but about systematically creating 
conditions where both teaching and learning can flourish efficiently. 
Key Definitions from Theorists: 

• Wong (2004): Defines it as the practices and processes a teacher uses to uphold an environment 
where instruction and learning can occur smoothly. 

• Mallory (2008): Describes it as a multifaceted process that depends on an engaging curriculum, 
student responsibility, effective instruction, and management skills for conflict resolution. 

• Brophy & Good: Emphasize that it is broader than student discipline, including all things teachers 
do to foster student involvement, cooperation, and a productive working environment. 

Importance of Classroom Management: 
Effective classroom management is a critical indicator of student success and teacher efficacy. Its 
importance is multifaceted: 

• Maximizes Learning Time: A well-managed classroom minimizes disruptions and time spent on 
disciplining, allowing maximum time to be allocated to instructional activities. 

• Creates a Positive and Safe Atmosphere: It fosters an environment where students feel physically 
and emotionally safe, respected, and comfortable to take intellectual risks, ask questions, and 
participate actively. 

• Enhances Student Engagement: Through structured routines and engaging activities, it helps 
keep students on-task, focused, and involved in the learning process. 

• Improves Academic Achievement: Consistent routines, clear expectations, and a focused 
environment directly contribute to higher student test scores and overall academic performance. 

• Promotes Student Self-Control and Responsibility: The ultimate aim is to encourage and 
establish student self-control through the promotion of positive behavior and academic 
achievement. 

• Reduces Teacher Stress: A predictable and orderly classroom environment makes teaching more 
enjoyable and sustainable, reducing frustration and burnout. 

2. Goals, Components, and Dimensions of Classroom Management 
A. Goals of Classroom Management: 

• Better Teaching: Goals force teachers to plan lessons carefully, ensuring a deep understanding of 
the curriculum and appropriate pacing for all students. 

• Student Focus: Clear goals provide students with a clear picture of what is expected, helping them 
focus their attention and efforts. 

• Teacher Goal-Setting as a Model: Teachers modeling goal-setting behavior teach students how 
to set and achieve their own objectives. 

• Student Motivation: Well-defined and achievable goals motivate students toward higher academic 
achievement. 
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One Liner Statements – Classroom Management and Discipline  
1. Definition, Concept, and Importance of Classroom Management 

1. Classroom Management is a multi-dimensional process to establish a supportive, orderly, and 
productive learning environment. 

2. According to Wong (2004), it is the practices to uphold an environment where instruction and 
learning occur smoothly. 

3. Mallory (2008) describes it as a multifaceted process dependent on an engaging curriculum and 
effective instruction. 

4. Brophy & Good emphasize that it is broader than discipline, fostering student involvement and 
cooperation. 

5. Effective classroom management maximizes learning time by minimizing disruptions. 
6. It creates a positive and safe atmosphere for students to take intellectual risks. 
7. It enhances student engagement through structured routines and engaging activities. 
8. It directly improves academic achievement and student test scores. 
9. A key aim is to promote student self-control and responsibility. 
10. It reduces teacher stress and prevents burnout. 

2. Goals, Components, and Dimensions of Classroom Management 
11. A goal of classroom management is better teaching through careful lesson planning. 
12. Clear goals provide student focus by clarifying expectations. 
13. Teacher goal-setting acts as a model for students to set their own objectives. 
14. Well-defined goals motivate students toward higher academic achievement. 
15. A key operational component is classroom design, the intentional physical arrangement. 
16. Establishing rules and procedures is crucial for a functional classroom. 
17. Discipline with consistency involves implementing fair and firm consequences. 
18. Effective scheduling and time management keeps the class on task. 
19. Teacher organizational skills set a good example and prevent wasted time. 
20. Effective instructional techniques are tailored to the grade level and subject. 
21. Clear and constant communication with students and parents is essential. 
22. Establishing learning goals at the start of a lesson provides direction. 
23. Structuring predictable classroom routines creates order and security. 
24. Encouragement and praise should be emphasized over punishing negative behavior. 
25. Froyen and Iverson (1999) identified three components: Content, Conduct, and Covenant 

Management. 
26. Content Management refers to the management of the instructional process. 
27. Conduct Management focuses on managing student behavior and setting expectations. 
28. Covenant Management involves creating shared expectations for a cooperative community. 
29. The A-C-T-S model outlines four dimensions of classroom management. 
30. The Activity dimension states that learning activities are directly linked to outcomes. 
31. The Climate dimension is the emotional and psychological atmosphere of the classroom. 
32. The Time dimension involves the effective devotion of time to learning tasks. 
33. The Space dimension is the strategic use of the physical classroom. 

3. The Physical Environment and Seating Arrangements 
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149. Gross Enrollment Rate (GER) is total enrolled divided by school-age population, multiplied by 
100. 

150. Net Enrollment Rate (NER) is total enrolled and retained divided by school-age population, 
multiplied by 100. 

151. NER is always lower than GER as it accounts for dropouts. 
152. Bullying is where a person or group uses power to target and harm another individual. 
153. The three roles in bullying are the Victim, the Bully, and the Crew (Bystanders). 
154. Direct Bullying involves verbal and physical aggression. 
155. Indirect Bullying involves social exclusion and rumors. 
156. Flanders' Interaction Analysis Category System (FIACS) classifies verbal behavior in the 

classroom. 
157. FIACS has ten categories: seven for Teacher Talk, two for Pupil Talk, and one for 

Silence/Confusion. 
158. According to Kratochwill (2011), a "Do" in classroom management is to create interest. 
159. A "Don't" according to Kratochwill is to use vague or unenforceable rules.

  
MCQs – Classroom Management and Discipline

1. According to Harry Wong (2004), 
classroom management is defined as: 
A) The process of controlling student behavior 
through rules and consequences. 
B) The practices and processes a teacher uses to 
uphold an environment where instruction and 
learning can occur smoothly. 
C) A system for fostering student creativity and 
independent thought. 
D) The administrative duties a teacher performs 
to maintain classroom order. 
Answer: The practices and processes a 
teacher uses to uphold an environment where 
instruction and learning can occur smoothly. 
2. Which of the following is NOT cited as a 
key importance of effective classroom 
management? 
A) Maximizes learning time 
B) Creates a positive and safe atmosphere 
C) Guarantees all students will achieve high 
grades 
D) Reduces teacher stress 
Answer: Guarantees all students will achieve 
high grades 

3. According to Froyen and Iverson (1999), 
which component involves managing the 
instructional process? 
A) Conduct Management 
B) Content Management 
C) Covenant Management 
D) Curriculum Management 
Answer: Content Management 
4. The A-C-T-S model of classroom 
management dimensions includes all 
EXCEPT: 
A) Activity 
B) Climate 
C) Time 
D) Strategy 
Answer: Strategy 
5. What is the standard space requirement 
per student in an Elementary school 
classroom? 
A) 0.6 m² 
B) 1.0 m² 
C) 1.2 m² 
D) 1.5 m² 
Answer: 0.6 m² 
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Testing, Measurement, Assessment and 
Evaluation 

1. Introduction to the Core Concepts 
The process of understanding and judging student learning is built upon four fundamental, sequential 
concepts: Test, Measurement, Assessment, and Evaluation. These terms are often used interchangeably but 
have distinct, hierarchical meanings and scopes. 

• Scope: Test (Least in scope) → Measurement → Assessment → Evaluation (Broadest in scope). 
A. Test 

• Definition: A test is a formal and systematic instrument or procedure used to measure a sample of 
an individual's behavior, knowledge, skills, or abilities. It consists of a set of questions or tasks that 
require an answer orally, in writing, or through performance. 

• Purpose: To elicit a response that can be quantified and interpreted. 
• Example: A final exam in mathematics, a driving test, a personality inventory. 
• It answers the question: "How well?" does the individual perform on this specific set of tasks. 

B. Measurement 
• Definition: Measurement is the process of obtaining a numerical description of the degree to 

which an individual possesses a particular characteristic. It is the quantification or scoring of the 
test. 

• Purpose: To assign a number (a score) to the performance observed in the test. 
• Nature: It is quantitative and objective but does not, by itself, include qualitative judgments. 
• Example: "Rafaih solved 23 arithmetic problems out of 40." or "Sara scored 85 marks out of 100." 
• It answers the question: "How much?" 
• Final Product: The final product of measurement is a Score. 

C. Assessment 
• Definition: Assessment is a broader process that includes measurement. It is the process of 

gathering, recording, interpreting, using, and communicating information about a learner’s progress 
and achievement. It involves giving meaning to the measured scores. 

• Purpose: To understand what the measurement data means in the context of learning. 
• Nature: It is an ongoing, dynamic process that includes both formal (tests) and informal 

(observations, questioning, portfolios) methods. The term derives from the Latin 'assidere', 
meaning 'to sit beside', indicating a supportive, non-threatening partnership between teacher and 
student. 

• Example: Assessing a student's English proficiency not just through a written test score, but also 
through an oral quiz, a presentation, and class participation. 

• It answers the question: "What does the performance mean?" 
D. Evaluation 

• Definition: Evaluation is the most comprehensive term. It involves making a value 
judgment about the desirability, quality, or worth of the measured and assessed performance 
against a set of standards, objectives, or criteria. 
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One Liner Statements – Testing, Measurement, Assessment and Evaluation 
Educational Testing, Measurement, and Evaluation 
1. Introduction to Core Concepts 

1. The four fundamental, sequential concepts are Test, Measurement, Assessment, and Evaluation. 
2. The scope of these concepts ranges from Test (least scope) to Evaluation (broadest scope). 
3. A Test is a formal, systematic instrument to measure a sample of behavior, knowledge, or skills. 
4. The purpose of a test is to elicit a quantifiable response. 
5. A test answers the question, "How well?" an individual performs on specific tasks. 
6. Measurement is the process of obtaining a numerical description of a characteristic. 
7. The purpose of measurement is to assign a score to a performance. 
8. Measurement is quantitative and objective but does not include qualitative judgments. 
9. Measurement answers the question, "How much?" 
10. The final product of measurement is a Score. 
11. Assessment is a broader process that includes measurement. 
12. Assessment involves gathering, interpreting, and using information about a learner's progress. 
13. The purpose of assessment is to give meaning to the measured scores. 
14. The term 'assessment' derives from the Latin 'assidere', meaning 'to sit beside'. 
15. Assessment answers the question, "What does the performance mean?" 
16. Evaluation involves making a value judgment about the quality or worth of a performance. 
17. The purpose of evaluation is to make decisions and judgments. 
18. Evaluation integrates both quantitative and qualitative information. 
19. Evaluation answers the question, "How good is it?" 
20. The summary relationship is: Test (Tool) → Measurement (Score) → Assessment (Meaning) → 

Evaluation (Judgment). 
2. Types of Educational Assessments 

21. Assessment is categorized based on purpose, timing, and interpretation of results. 

22. Assessment FOR Learning is also known as Formative Assessment. 

23. The purpose of formative assessment is to monitor learning during instruction. 

24. Formative assessment is continuous, diagnostic, and low-stakes. 

25. Formative assessment provides descriptive, specific, and timely feedback. 

26. Assessment OF Learning is also known as Summative Assessment. 

27. The purpose of summative assessment is to evaluate learning at the end of a unit or course. 

28. Summative assessment is periodic, final, and high-stakes. 

29. Summative assessment summarizes learning and is used for grading and reporting. 

30. Assessment AS Learning develops students' metacognitive skills. 

31. Assessment AS Learning focuses on self-regulation and lifelong learning. 

32. In Assessment AS Learning, students engage in self-assessment and reflection. 

33. Formative assessment feedback is detailed and immediate, while summative is often a delayed 
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MCQs – Testing, Measurement, Assessment and Evaluation 
1. What is the correct hierarchical sequence 
of the core concepts from least to broadest 
scope? 
A) Assessment, Measurement, Test, Evaluation 
B) Test, Measurement, Assessment, Evaluation 
C) Evaluation, Assessment, Measurement, Test 
D) Measurement, Test, Evaluation, Assessment 
Answer: Test, Measurement, Assessment, 
Evaluation 
2. A final exam in mathematics is a direct 
example of which core concept? 
A) Measurement 
B) Assessment 
C) Evaluation 
D) Test 
Answer: Test 
3. The process of assigning a numerical score 
to a student's performance is known as? 
A) Assessment 
B) Evaluation 
C) Measurement 
D) Testing 
Answer: Measurement 
4. Which concept answers the question, 
"What does the performance mean?" 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Assessment 
5. Making a value judgment about the quality 
of a student's work is the essence of? 
A) Assessment 
B) Measurement 
C) Evaluation 
D) Testing 
Answer: Evaluation 
6. Assessment FOR Learning is synonymous 
with? 
A) Summative Assessment 
B) Diagnostic Assessment 

C) Formative Assessment 
D) Placement Assessment 
Answer: Formative Assessment 
7. The primary purpose of summative 
assessment is to? 
A) Provide ongoing feedback 
B) Monitor learning during instruction 
C) Develop metacognitive skills 
D) Measure and certify learning at the end 
Answer: Measure and certify learning at the 
end 
8. Assessment AS Learning primarily focuses 
on developing? 
A) Social skills 
B) Metacognitive skills 
C) Psychomotor skills 
D) Linguistic skills 
Answer: Metacognitive skills 
9. In which type of assessment is feedback 
typically detailed, descriptive, and 
immediate? 
A) Summative Assessment 
B) Norm-Referenced Assessment 
C) Formative Assessment 
D) Criterion-Referenced Assessment 
Answer: Formative Assessment 
10. A test that interprets a student's score by 
comparing it to the performance of a norm 
group is called? 
A) Criterion-Referenced Test 
B) Aptitude Test 
C) Norm-Referenced Test 
D) Achievement Test 
Answer: Norm-Referenced Test 
11. A driving test, which requires a person to 
demonstrate mastery of specific skills, is an 
example of a? 
A) Norm-Referenced Test 
B) Aptitude Test 
C) Intelligence Test 
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Taxonomies of Education 
Introduction to Educational Taxonomies 
Definition: 
 Educational taxonomies are systematic frameworks or models used to classify educational goals, learning 
objectives, and standards into hierarchical levels of complexity and specificity. 
Purpose and Uses: 

• To help educators design, implement, and assess instructional strategies and student learning 
outcomes effectively. 

• To provide a common language for discussing educational objectives. 
• To ensure that instruction, curriculum, and assessments are aligned with the intended learning 

goals. 
• To guide the creation of questions, lesson plans, and curriculum mapping (e.g., Table of 

Specification). 
• To differentiate instruction and provide targeted learning feedback. 

Bloom's Taxonomy 
Bloom's Taxonomy is the most famous and widely used taxonomy in education. It is a three-dimensional 
hierarchical model that classifies learning objectives into levels of complexity and specificity. 
The Three Domains of Bloom's Taxonomy: 

1. Cognitive Domain: Related to mental skills and knowledge (Head). 
2. Affective Domain: Related to attitudes, emotions, and values (Heart). 
3. Psychomotor Domain: Related to manual and physical skills (Hand). 

A. The Cognitive Domain (Benjamin Bloom, 1956) 
This domain is concerned with knowledge outcomes, intellectual abilities, and mental skills. The original 
taxonomy has six levels, progressing from the simplest to the most complex. 
Original Levels (1956): 

1. Knowledge (Lowest Level) 
o Definition: The ability to recall or remember previously learned material, such as facts, 

terms, basic concepts, and answers. 
o Active Verbs: name, list, define, describe, recall, memorize, tell, find, relate. 
o Example: Define immunity. List the planets in the solar system. 

2. Comprehension 
o Definition: The ability to understand the meaning of material, such as by interpreting, 

summarizing, or explaining. 
o Active Verbs: explain, discuss, outline, predict, translate, summarize, interpret. 
o Example: Explain a solar eclipse in your own words. Summarize the main idea of a story. 

3. Application 
o Definition: The ability to use learned material in new and concrete situations. This 

involves applying rules, methods, concepts, and theories. 
o Active Verbs: use, apply, illustrate, solve, demonstrate, calculate, complete. 
o Example: Use a mathematical formula to solve a new problem. Demonstrate how a 

thermometer is used. 
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One-Liner Statements - Educational Taxonomies 
Introduction to Educational Taxonomies 

1. Educational taxonomies are systematic frameworks for classifying educational goals and learning 
objectives. 

2. They classify goals into hierarchical levels of complexity and specificity. 
3. Their purpose is to help educators design, implement, and assess instructional 

strategies and student learning outcomes. 
4. They provide a common language for discussing educational objectives. 
5. They ensure alignment between instruction, curriculum, and assessments with learning goals. 
6. They guide the creation of questions, lesson plans, and curriculum mapping (e.g., Table of 

Specification). 
7. They are used to differentiate instruction and provide targeted learning feedback. 

Bloom's Taxonomy 
8. Bloom's Taxonomy is the most famous and widely used taxonomy in education. 
9. It is a three-dimensional hierarchical model classifying learning objectives. 
10. The three domains are Cognitive (Head), Affective (Heart), and Psychomotor (Hand). 

A. The Cognitive Domain (Original - Bloom, 1956) 
11. The Cognitive Domain is related to mental skills, knowledge, and intellectual abilities. 
12. The original taxonomy has six levels, from simplest to most complex. 
13. Knowledge is the lowest level, involving recall of facts and basic concepts. 
14. Comprehension is the ability to understand, interpret, and summarize material. 
15. Application is the ability to use learned material in new and concrete situations. 
16. Analysis is the ability to break down material into its constituent parts and understand its structure. 
17. Synthesis is the ability to integrate elements to form a new, coherent whole. 
18. Evaluation was the highest level in the original taxonomy, involving judgment based on criteria. 

The Revised Cognitive Domain (Anderson & Krathwohl, 2001) 
19. The key changes in the revised taxonomy were terminology from nouns to verbs and re-ordering 

the top two levels. 
20. Remember corresponds to the original level of Knowledge. 
21. Understand corresponds to the original level of Comprehension. 
22. Apply corresponds to the original level of Application. 
23. Analyze corresponds to the original level of Analysis. 
24. Evaluate corresponds to the original level of Evaluation. 
25. Create is the highest level in the revised taxonomy, corresponding to the original Synthesis. 
26. Declarative Learning focuses on memorization and recall of facts (the "what"). 
27. Procedural Learning focuses on understanding processes and procedures (the "how"). 

B. The Affective Domain (Krathwohl, 1964) 
28. The Affective Domain is concerned with attitudes, emotions, values, beliefs, and feelings. 
29. Receiving/Attending is the lowest level, involving the willingness to pay attention. 
30. Responding involves active participation and reacting to a phenomenon. 
31. Valuing involves seeing the worth of something and expressing it, leading to attitude development. 
32. Organization involves synthesizing and prioritizing values into a consistent system. 
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MCQs – Educational Taxonomies
1. What is the primary purpose of 

educational taxonomies? 
A) To replace traditional teaching 
methods 
B) To classify educational goals into 
hierarchical levels 
C) To focus solely on student 
assessment 
D) To standardize curriculum across 
countries 
Answer: To classify educational goals 
into hierarchical levels 

2. Bloom's Taxonomy is primarily a 
framework for classifying what? 
A) Student personalities 
B) Educational resources 
C) Learning objectives 
D) School administrative levels 
Answer: Learning objectives 

3. Which of the following is NOT one of 
the three domains of Bloom's 
Taxonomy? 
A) Cognitive 
B) Affective 
C) Psychomotor 
D) Sociological 
Answer: Sociological 

4. The Cognitive Domain in Bloom's 
Taxonomy is primarily associated 
with which part of the human 
faculties? 
A) Heart 
B) Hands 
C) Head 
D) Health 
Answer: Head 

5. In the original Bloom's Taxonomy, 
which level was considered the 
highest? 
A) Synthesis 
B) Analysis 

C) Evaluation 
D) Application 
Answer: Evaluation 

6. The ability to break down material 
into its constituent parts is defined as 
which level in the cognitive domain? 
A) Comprehension 
B) Application 
C) Analysis 
D) Synthesis 
Answer: Analysis 

7. Which verb is most associated with 
the 'Knowledge' level of the original 
cognitive domain? 
A) Explain 
B) Summarize 
C) Define 
D) Compare 
Answer: Define 

8. The revised version of Bloom's 
Cognitive Domain was developed by 
whom? 
A) Benjamin Bloom and Elizabeth 
Simpson 
B) Lorin Anderson and David 
Krathwohl 
C) John Biggs and Kevin Collis 
D) Robert Marzano and John Kendall 
Answer: Lorin Anderson and David 
Krathwohl 

9. What major change was introduced in 
the revised Bloom's Taxonomy 
(2001)? 
A) Removal of the Affective domain 
B) Changing level names from nouns to 
verbs 
C) Combining Analysis and Synthesis 
D) Eliminating the Evaluation level 
Answer: Changing level names from 
nouns to verbs 
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Philosophies of Education 
1. Introduction to Philosophy 
Definition and Origin 

• Derivation: The term "Philosophy" is derived from the Greek words: 
o "Philo" meaning Love 
o "Sophia" meaning Wisdom 
o Therefore, it literally translates to "Love of Wisdom" or "Love of Knowledge." 

• Father of Philosophy: Socrates is universally recognized as the father of philosophy for 
his foundational role in Western philosophical thought. 

Definitions by Various Philosophers 
• General Definition: Philosophy is the "rational investigation of truth" and the study of 

the nature, causes, and principles of reality, knowledge, and values based on logical 
reasoning. 

• Plato: "Knowledge of the eternal nature of things." 
• Cicero: "Mother of all arts." 
• John Locke: An "intellectual or moral activity." 
• Coleridge: "Science of sciences." 
• John Dewey: "Education is a laboratory in which philosophical distinctions become 

clearer and are tested." He also defined philosophy as "the theory of education in its most 
general phase." 

• Aristotle: "Science that investigates the nature of being as it is in itself." 
• Gentile: "Education without philosophy would mean a failure to understand the precise 

nature of education." 
• Fitch: "The art of education will never be completely clear without philosophy." 
• Spencer: "True education is practicable only to true philosophies." 
• Windelband: "The critical science of universal values." 

Branches of Philosophy (The Foundations) 
Philosophy is systematically divided into core branches, each addressing fundamental questions. 

• Epistemology (Theory of Knowledge) 
o Derivation: From Greek episteme (knowledge) and logos (reason/study). 
o Focus: It investigates the nature, origin, scope, limitations, and validity of 

knowledge. It asks, "What is truth?" and "How do we know what we know?" 
o Types of Knowledge: 

 A Priori Knowledge: Knowledge that is independent of experience or 
observation (e.g., "All bachelors are unmarried"). It is based on reason and 
logic. 
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One-Liner Statements - Philosophy of Education 
1. Introduction to Philosophy 

1. The term "Philosophy" is derived from the Greek words "Philo" (Love) 
and "Sophia" (Wisdom). 

2. Philosophy literally translates to "Love of Wisdom" or "Love of Knowledge." 
3. Socrates is universally recognized as the Father of Philosophy. 
4. Philosophy is generally defined as the "rational investigation of truth." 
5. Plato defined philosophy as the "knowledge of the eternal nature of things." 
6. Cicero called philosophy the "Mother of all arts." 
7. John Dewey defined philosophy as "the theory of education in its most general phase." 
8. Gentile stated that "Education without philosophy would mean a failure to 

understand the precise nature of education." 
9. Epistemology is the branch of philosophy that investigates the nature, origin, scope, and 

validity of knowledge. 
10. A Priori Knowledge is knowledge that is independent of experience (e.g., "All bachelors 

are unmarried"). 
11. A Posteriori Knowledge is knowledge dependent on experience and empirical evidence 

(e.g., "It is raining outside"). 
12. Metaphysics is the study of ultimate reality, existence, and the nature of being. 
13. Ontology is a sub-branch of metaphysics specifically concerned with what kinds of things 

exist. 
14. Cosmology is the study of the origin and nature of the universe. 
15. Axiology is the branch of philosophy that explores the nature, criteria, and types of values. 
16. The two main sub-divisions of axiology are Ethics (moral principles) 

and Aesthetics (beauty and art). 
17. Logic is the science of valid reasoning and the fundamental laws of thought. 
18. Speculative Philosophy develops theories regarding the purpose of the universe and is 

related to Metaphysics. 
19. Prescriptive (Normative) Philosophy deals with concepts of right/wrong and what ought 

to be, related to Axiology. 
20. Analytical (Critical) Philosophy uses logical reasoning to analyze concepts and clarify 

meaning, related to Epistemology. 
21. The scope of philosophy is vast and comprehensive, earning it the title "science of 

sciences." 
2. Educational Philosophy 

22. Educational Philosophy is the application of the fundamental principles of a philosophy 
of life to the work of education. 
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MCQs: Philosophy of Education 
1. The term "Philosophy" is derived from 
the Greek words meaning what? 
A) Thought and Logic 
B) Love and Wisdom 
C) Knowledge and Truth 
D) Reason and Science 
Answer: Love and Wisdom 
2. Who is universally recognized as the 
"Father of Philosophy"? 
A) Plato 
B) Aristotle 
C) Socrates 
D) John Dewey 
Answer: Socrates 
3. Which philosopher defined philosophy 
as "Knowledge of the eternal nature of 
things"? 
A) Cicero 
B) Plato 
C) John Locke 
D) Aristotle 
Answer: Plato 
4. Who called philosophy the "Mother of 
all arts"? 
A) Coleridge 
B) Cicero 
C) Spencer 
D) Windelband 
Answer: Cicero 
5. According to John Dewey, philosophy is 
best defined as what? 
A) The rational investigation of truth 
B) The science of sciences 
C) The theory of education in its most 
general phase 
D) An intellectual or moral activity 

Answer: The theory of education in its 
most general phase 
6. Which branch of philosophy 
investigates the nature, origin, and 
validity of knowledge? 
A) Metaphysics 
B) Axiology 
C) Epistemology 
D) Ontology 
Answer: Epistemology 
7. The statement "All bachelors are 
unmarried" is an example of what type of 
knowledge? 
A) A Posteriori Knowledge 
B) Empirical Knowledge 
C) A Priori Knowledge 
D) Scientific Knowledge 
Answer: A Priori Knowledge 
8. The statement "It is raining outside" is 
an example of what type of knowledge? 
A) A Priori Knowledge 
B) A Posteriori Knowledge 
C) Rational Knowledge 
D) Innate Knowledge 
Answer: A Posteriori Knowledge 
9. The study of ultimate reality and 
existence is known as? 
A) Epistemology 
B) Axiology 
C) Metaphysics 
D) Logic 
Answer: Metaphysics 
10. Which sub-branch of metaphysics is 
specifically concerned with what kinds of 
things exist? 
A) Cosmology 
B) Eschatology 
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Educational Psychology 
1. Introduction to Educational Psychology 
Definition and Concept 
Educational Psychology is an applied branch of psychology. It is the scientific study of human behavior 
in educational settings. It applies psychological principles and techniques to understand and improve the 
teaching-learning process. 

• Key Objectives: 
o To understand the learner, their development, and individual differences. 
o To study the learning process and various learning theories. 
o To examine the learning situation, including classroom management, teaching methods, 

and evaluation. 
o To develop effective educational strategies, curricula, and programs. 
o To solve educational problems and facilitate the holistic development of the child. 

It is not merely a collection of borrowed knowledge from general psychology but a distinct field with its 
own research into interpersonal relationships and the influence of home, school, and peer groups. 
Relationship with General Psychology 

• General Psychology: The scientific study of the mind (mental processes) and behavior. It seeks to 
understand how people think, feel, and act. 

• Derivation: The term "psychology" comes from the Greek words "psyche" (soul or mind) 
and "logos" (study or science), literally meaning the "study of the soul or mind." 

• First Use: Rudolf Gockel (Rudolphus Goclenius) is credited with first using the term "psychology" 
in 1590. 

• Scholar Definitions: 
o Stephen: "The science of the activities of the individual in relation to his environment." 
o B.F. Skinner: "Psychology is the science of behavior and mental processes." 
o Crow & Crow: "Psychology is the study of human behavior and human relationships." 

• Branches: 
o Pure Psychology (Theoretical/Experimental): Focuses on understanding fundamental 

mental processes (e.g., perception, cognition, emotion) to build basic knowledge. 
o Applied Psychology: Uses psychological principles to solve real-world problems in fields 

like education (Educational Psychology), health, and business. 
Scope: The Three Focal Areas 
Educational psychology primarily revolves around three key areas: 

1. The Learner: Studies the individual's abilities, intelligence, interests, needs, motivation, growth, 
and development (physical, mental, emotional, social). It also investigates individual differences 
and the influence of family, culture, and social class. 

2. The Learning Process: Examines the nature of learning, theories of learning (e.g., behaviorism, 
cognitivism, constructivism), and factors influencing learning (like reinforcement, forgetting, 
problem-solving, and memory). 
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One-Liner Statements - Educational Psychology 
1. Introduction to Educational Psychology 

1. Educational Psychology is an applied branch of psychology. 
2. It is the scientific study of human behavior in educational settings. 
3. Its key objective is to understand the learner, learning process, and learning situation. 
4. It helps in developing effective educational strategies, curricula, and programs. 
5. It is a distinct field with its own research, not just borrowed from general psychology. 
6. General Psychology is the scientific study of the mind (mental processes) and behavior. 
7. The term "psychology" comes from the Greek words "psyche" (soul/mind) and "logos" (study). 
8. Rudolf Gockel is credited with first using the term "psychology" in 1590. 
9. B.F. Skinner defined psychology as the science of behavior and mental processes. 
10. Pure Psychology is theoretical and focuses on fundamental mental processes. 
11. Applied Psychology uses psychological principles to solve real-world problems. 
12. The three focal areas of Educational Psychology are the Learner, the Learning Process, and the 

Learning Situation. 
13. Knowledge of educational psychology helps a teacher understand learner development and 

individual differences. 
14. It aids in child-centered curriculum planning and effective classroom management. 
15. It enables teachers to provide proper educational, vocational, and personal guidance. 

2. Methods of Educational Psychology 
16. Educational psychology employs scientific methods to study human behavior. 
17. The Introspection Method involves examining one's own thoughts and feelings. 
18. Wilhelm Wundt, the father of experimental psychology, is the founder of the Introspection 

method. 
19. J.B. Watson and other Behaviorists rejected introspection as unscientific and subjective. 
20. The Clinical Method is a case-study approach for diagnosing and treating individual behavioral 

problems. 
21. Key figures in the clinical method are Sigmund Freud and Carl Rogers. 
22. The Experimental Method is the most sophisticated method for testing hypotheses under 

controlled conditions. 
23. Key components of an experiment are the Independent Variable and Dependent Variable. 
24. A Control Group is used for comparison and is not exposed to the independent variable. 
25. Basic conditions of an experiment are Control, Randomization, and Replication. 
26. The Differential Method studies individual differences in psychological traits. 
27. Francis Galton is a key figure in the differential method. 
28. Psychophysical Methods investigate the relationship between physical stimuli and psychological 

sensations. 
29. The Method of Limits determines thresholds by gradually increasing or decreasing stimulus 

intensity. 
30. The Absolute Threshold is the minimum intensity of a stimulus detected 50% of the time. 
31. The Difference Threshold (JND) is the smallest detectable difference between two stimuli. 

3. Human Growth and Development 
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MCQs – Educational Psychology 
1. What is the primary focus of Educational 
Psychology? 
A) The study of abnormal behavior 
B) The scientific study of human behavior in 
educational settings 
C) The application of business principles in 
schools 
D) The historical development of education 
systems 
Answer: The scientific study of human 
behavior in educational settings 
2. Which of the following is NOT a key 
objective of Educational Psychology? 
A) To understand the learner and individual 
differences 
B) To study the learning process and its theories 
C) To develop effective educational strategies 
and curricula 
D) To prescribe standardized medication for 
learning disabilities 
Answer: To prescribe standardized 
medication for learning disabilities 
3. Educational Psychology is best described as 
a branch of: 
A) Pure Psychology 
B) Applied Psychology 
C) Social Psychology 
D) Clinical Psychology 
Answer: Applied Psychology 
4. The term "psychology" is derived from the 
Greek words "psyche" and "logos", 
meaning: 
A) Behavior and science 
B) Soul/Mind and study 
C) Brain and function 
D) Life and explanation 
Answer: Soul/Mind and study 
5. Who is credited with first using the term 
"psychology" in 1590? 
A) Wilhelm Wundt 
B) B.F. Skinner 

C) Rudolf Gockel 
D) Sigmund Freud 
Answer: Rudolf Gockel 
6. Which school of psychology focuses on 
breaking down mental processes into basic 
components using introspection? 
A) Functionalism 
B) Behaviorism 
C) Structuralism 
D) Gestalt Psychology 
Answer: Structuralism 
7. The three focal areas of Educational 
Psychology are: 
A) Brain, Mind, and Consciousness 
B) Teacher, Student, and Principal 
C) The Learner, The Learning Process, The 
Learning Situation 
D) Curriculum, Instruction, and Assessment 
Answer: The Learner, The Learning Process, 
The Learning Situation 
8. Which method of educational psychology 
involves examining one's own thoughts and 
feelings? 
A) Clinical Method 
B) Experimental Method 
C) Introspection Method 
D) Differential Method 
Answer: Introspection Method 
9. Who is considered the founder of the 
Introspection Method? 
A) Sigmund Freud 
B) J.B. Watson 
C) Wilhelm Wundt 
D) Carl Rogers 
Answer: Wilhelm Wundt 
10. The Clinical Method in psychology is 
primarily used for: 
A) Mass testing of intelligence 
B) Diagnosing and treating individual behavioral 
problems 
C) Studying group dynamics in a classroom 
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Curriculum Development 
1. Definition, Concept, and Derivation of Curriculum 

• Derivation: The term Curriculum is derived from the Latin word "Currere," which means 
"runway," "path," or "a course to be run." 

• Dictionary Definition: The Concise Oxford Dictionary defines it as a "chariot-race course," 
implying a defined course of study. 

• Modern Concept: Curriculum is no longer just a list of subjects. It is the sum total of all planned 
learning experiences offered to students under the guidance of the school. This includes two key 
components: 

o Curricular Activities: These are the formal, structured, and academic activities included 
in the official school program. They are designed to achieve specific learning objectives. 

 Examples: Classroom lectures, laboratory experiments, assignments, quizzes, 
examinations. 

o Co-curricular Activities: These activities complement the formal curriculum but are not 
part of the regular academic schedule. They are often voluntary and aim at the holistic 
development of the student. 

 Examples: Sports, art and craft clubs, school band/orchestra, drama, debate clubs, 
science clubs, student government, and community service projects. 

2. Curriculum in the Views of Experts 
Various experts have broadened the scope of curriculum beyond mere subjects: 

• Hilda Taba: "All the organized courses, activities, and experiences which students have under the 
direction of the school, whether in the classroom or not." 

• J.F. Kerr: "All learning which is planned and guided by the school, whether it is carried out in 
groups or individually, inside or outside the school." 

• Ralph Tyler (1949): "All of the learning of students which is planned and directed by the school 
to attain its educational goals." 

• Alberty, A. & Alberty, E. (1959): "Curriculum is the sum total of students' activities which the 
school sponsors to achieve its objectives." 

• Doll (1982): "Curriculum includes all the experiences offered to the learner under the direction of 
the school." 

• Cunningham: "Curriculum is a tool in the hands of the artist (the teacher) to mold his material (the 
pupil) in accordance with his ideals in his studio (the school)." 

• Smith: "Curriculum provides instructional material." 
• Blonds Encyclopedia (1969): "All the experiences a pupil has under the guidance of the school." 
• Arabic Term: In Arabic, curriculum is called Minhaj (e.g., Darse Nizami, an 8-year course 

developed by Mullah Nizamuddin Sehlvi in India). 
3. Related Concepts: Syllabus, Course, and Content 

• Syllabus: A syllabus is an outline of the topics and sub-topics of a subject to be covered in a 
specific time. It is a part of the broader curriculum. 
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One-Liner Statements - Curriculum Development 
1. Definition, Concept, and Derivation of Curriculum 

1. The term Curriculum is derived from the Latin word "Currere," meaning "runway" or "a course 
to be run." 

2. The Concise Oxford Dictionary defines curriculum as a "chariot-race course." 
3. The modern concept of curriculum is the sum total of all planned learning experiences under the 

school's guidance. 
4. Curricular Activities are formal, structured academic activities like classroom lectures and 

examinations. 
5. Co-curricular Activities are voluntary activities that complement the formal curriculum, such as 

sports and clubs, for holistic development. 
2. Curriculum in the Views of Experts 

Hilda Taba defined curriculum as all organized courses, activities, and experiences under the school's 

direction. 

7. J.F. Kerr defined it as all learning which is planned and guided by the school. 

8. Ralph Tyler viewed curriculum as all learning planned by the school to attain its educational goals. 

9. Alberty and Alberty defined curriculum as the sum total of student activities sponsored by the 

school to achieve its objectives. 

10. Doll stated that curriculum includes all experiences offered to the learner under the school's 

direction. 

11. Cunningham metaphorically described curriculum as a tool in the hands of the teacher to mold 

the pupil. 

12. The Arabic term for curriculum is Minhaj. 

3. Related Concepts: Syllabus, Course, and Content 
13. A Syllabus is an outline of topics for a subject to be covered in a specific time. 

14. A Course refers to the detailed contents of subjects for a specific class or level. 

15. Subject Matter/Content is the actual material presented for learning. 

16. Substantive Knowledge is based on factual information and data. 

17. Syntactical Knowledge relates to the methods of inquiry and thinking processes in a discipline. 

4. & 5. Elements of Curriculum 
18. According to Mead, the four fundamental elements of curriculum are Objectives, Content, 

Pedagogy/Learning Experiences, and Evaluation. 

19. Objectives are the desired outcomes that guide the entire curriculum process. 

20. The sources of objectives, according to Hughes, are Society, Knowledge, Learning Situation, and 

Learners. 

21. Bloom's Taxonomy classifies educational objectives into three domains: Cognitive, Affective, 
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MCQs - Curriculum Development 
1. The word "Curriculum" is derived from 
the Latin word meaning what? 
A) Chariot 
B) Runway 
C) Book 
D) Teacher 
Answer: Runway 
2. According to the modern concept, 
curriculum is the sum total of what? 
A) Textbooks and syllabi 
B) All planned learning experiences 
C) Only academic subjects 
D) Examination papers 
Answer: All planned learning experiences 
3. Which of the following is an example of a 
co-curricular activity? 
A) Classroom lecture 
B) Laboratory experiment 
C) Debate club 
D) Final examination 
Answer: Debate club 
4. Who defined curriculum as "All the 
organized courses, activities, and experiences 
which students have under the direction of 
the school"? 
A) Ralph Tyler 
B) J.F. Kerr 
C) Hilda Taba 
D) Doll 
Answer: Hilda Taba 
5. The Arabic term for curriculum is: 
A) Nizam 
B) Dars 
C) Minhaj 
D) Ilm 
Answer: Minhaj 
6. A detailed outline of the topics and sub-
topics of a subject to be covered in a specific 
time is called a: 
A) Course 
B) Syllabus 

C) Curriculum 
D) Lesson Plan 
Answer: Syllabus 
7. Knowledge that is related to the methods of 
inquiry and thinking processes in a discipline 
is known as: 
A) Substantive Knowledge 
B) Procedural Knowledge 
C) Syntactical Knowledge 
D) Factual Knowledge 
Answer: Syntactical Knowledge 
8. According to Mead, which of the following 
is NOT a fundamental element of 
curriculum? 
A) Objectives 
B) Content 
C) School Building 
D) Evaluation 
Answer: School Building 
9. Bloom's Taxonomy classifies educational 
objectives into how many domains? 
A) Two 
B) Three 
C) Four 
D) Five 
Answer: Three 
10. The domain of Bloom's Taxonomy that 
involves feelings, attitudes, and values is the: 
A) Cognitive Domain 
B) Affective Domain 
C) Psychomotor Domain 
D) Social Domain 
Answer: Affective Domain 
11. Objectives that are written as observable 
and measurable statements of intended 
learning outcomes are called: 
A) General Objectives 
B) Specific Objectives 
C) Behavioral Objectives 
D) Unit Objectives 
Answer: Behavioral Objectives 
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Educational Guidance and Counselling 
1. Introduction to Guidance and Counselling 
Definitions and Core Concepts 

• Guidance: 
o Etymology: The term is derived from the French word "guider", meaning "to guide, lead, 

or conduct." 
o Definition: Guidance is a broad, systematic, and continuous process of assisting 

individuals of any age to understand themselves (their abilities, interests, aptitudes, and 
personality) and their world (educational, vocational, and social opportunities). This 
understanding empowers them to make wise choices, resolve problems independently, and 
achieve optimal adjustment and development. 

o According to Crow and Crow: Guidance is assistance provided by personally qualified 
and adequately trained personnel to help individuals manage their life activities, develop 
their points of view, make decisions, and carry their burdens. 

o Perspectives of Guidance: 
 As a Concept: A philosophy that emphasizes the inherent worth, dignity, and right 

to self-direction of every individual. 
 As a Service: A set of organized procedures like counselling, testing, placement, 

and follow-up designed to help individuals. 
 As an Educational Construct: An integral part of education designed to 

synthesize experiences and help students understand themselves. 
• Counselling: 

o Definition: Counselling is a specialized, in-depth, and personalized component of 
guidance. It is a learning-oriented, face-to-face relationship between a trained counsellor 
and a seeker (client/counselee). Conducted in a warm, confidential, and professional 
atmosphere, its goal is to facilitate self-exploration, self-understanding, and behaviour 
change, enabling the individual to become more self-directed and capable of solving their 
own problems. 

o According to Carl Rogers: A service of direct contact with individuals to assist them in 
changing attitudes and behaviour. 

o According to Erickson: A person-to-person relationship where one individual with 
problems seeks assistance from another professionally trained individual. 

o Key Focus: It deals with the personal meaning of events and experiences rather than just 
external facts. It is an applied social science, utilizing knowledge from psychology, 
sociology, education, and philosophy. 

Key Differences between Guidance and Counselling 
Basis of 

Difference Guidance Counselling 

Scope Broad, comprehensive; includes many 
services. 

Narrow, in-depth; a specific service 
within guidance. 
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One-Liner Statements - Educational Guidance & Counselling 
1. Introduction to Guidance and Counselling 

1. The term Guidance is derived from the French word "guider", meaning to guide, lead, or conduct. 
2. Guidance is a broad, systematic, and continuous process of assisting individuals to understand 

themselves and their world. 
3. According to Crow and Crow, guidance is assistance to help individuals manage life activities, 

develop viewpoints, make decisions, and carry burdens. 
4. As a concept, guidance is a philosophy emphasizing the inherent worth, dignity, and right to 

self-direction of every individual. 
5. As a service, guidance includes organized procedures like counselling, testing, placement, and 

follow-up. 
6. Counselling is a specialized, in-depth, and personalized component of guidance. 
7. Counselling is a learning-oriented, face-to-face relationship between a trained counsellor and a 

client. 
8. According to Carl Rogers, counselling is a service to assist individuals in changing attitudes and 

behaviour. 
9. Counselling deals with the personal meaning of events rather than just external facts. 
10. Counselling is an applied social science utilizing knowledge from psychology, sociology, 

education, and philosophy. 
11. Guidance has a broad scope and is comprehensive, while Counselling is narrow and in-depth. 
12. Guidance focuses on information and choices, while counselling focuses on personal feelings 

and insights. 
13. The approach of guidance is primarily preventive and developmental, while counselling 

is remedial, therapeutic, and developmental. 
14. The guidance process is often group-oriented, while counselling is primarily individual-

centered. 
15. Guidance deals with conscious problems, while counselling may explore unconscious 

motivations. 
16. Guidance can be provided by teachers and parents, while counselling requires a professionally 

trained counsellor. 
17. The aim of guidance is to identify potential and assist in decision-making, while counselling 

aims to bring about positive change in attitudes and behaviour. 
18. The need for guidance arises to help students cope with developmental tasks and adjustment 

problems. 
19. Guidance addresses issues like anxiety, stress, learning disabilities, and drug abuse. 
20. Guidance facilitates wise educational and vocational choices at critical junctures like after classes 

VIII, X, and XII. 
21. For the education system, guidance enables the early identification and treatment of problems. 
22. A goal of guidance is to provide counselling for pupils facing problems they cannot solve alone. 
23. A goal of guidance is to study the individual through testing, observation, and records. 
24. Guidance aims to assist in adjustment (orientation) to new school situations. 
25. Guidance provides information for educational, vocational, and personal-social decision-making. 
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119. Financial limitations and low allocation of GNP to education hinder guidance programs. 
120. Social stigma is a significant barrier to seeking psychological help in Pakistan. 
121. Pakistan faces an absence of a regulatory body to set standards for counsellors. 
122. The way forward includes integrating guidance into teacher training programmes and launching 

specialized degree programmes. 
MCQs – Educational Guidance and Counselling

1. The term "Guidance" is 
etymologically derived from which 
language? 
A) Latin 
B) Greek 
C) French 
D) German 
Answer: French 

2. According to Crow and Crow, what is 
the primary purpose of guidance? 
A) To treat mental illness 
B) To help individuals manage life 
activities and make decisions 
C) To provide financial assistance 
D) To enforce discipline 
Answer: To help individuals manage 
life activities and make decisions 

3. Which perspective views guidance as 
a philosophy emphasizing the 
inherent worth of an individual? 
A) As a Service 
B) As an Educational Construct 
C) As a Concept 
D) As a Process 
Answer: As a Concept 

4. Counselling is best described as a: 
A) Broad and general process 
B) Group-oriented activity only 
C) Specialized and in-depth component 
of guidance 
D) Method for academic teaching 
Answer: Specialized and in-depth 
component of guidance 

5. According to Carl Rogers, counselling 
is a service to assist individuals in: 
A) Finding a job 

B) Changing attitudes and behaviour 
C) Selecting university courses 
D) Improving physical health 
Answer: Changing attitudes and 
behaviour 

6. What is the key focus of counselling? 
A) External facts and events 
B) The personal meaning of events and 
experiences 
C) Historical data 
D) Financial planning 
Answer: The personal meaning of 
events and experiences 

7. What is the primary nature of 
Guidance compared to Counselling? 
A) More internal 
B) More therapeutic 
C) More external and informational 
D) More emotional 
Answer: More external and 
informational 

8. Counselling is considered to be: 
A) Only remedial 
B) Only preventive 
C) Remedial, preventive, therapeutic, 
and developmental 
D) Only developmental 
Answer: Remedial, preventive, 
therapeutic, and developmental 

9. The guidance process is often ______, 
while counselling is primarily ______. 
A) Individual-centered; group-oriented 
B) Long-term; short-term 
C) Group-oriented; individual-centered 
D) Informal; formal 
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School Administration and Supervision 
1. Introduction: Concepts, Definitions, and Etymology 
School Administration 

• Etymology and Origin: 
o The term "administration" is derived from the Latin word administratio, meaning 

"management" or "direction." 
o Its root is administrare, which combines ad- (to) and ministrare (to serve). This implies that 

administration is fundamentally an act of serving or managing for the welfare of others. 
• Concept and Definition: 

o Administration is the process of systematically arranging, coordinating, and directing 
human and material resources to achieve the stipulated goals of an organization. 

o School Administration is the application of this process within an educational institution. 
It involves planning, organizing, directing, and controlling all activities and resources 
to achieve educational objectives effectively. 

o It is not about doing things oneself, but about "getting things done by others" by 
directing and supervising their work. 

o As a System: An administrative system is an organized, complex whole—an assemblage 
of interdependent parts (like personnel, finance, curriculum) forming a unified entity. 

Educational Supervision 
• Etymology and Origin: 

o The term "supervision" comes from the Latin word supervisionem, meaning "a looking 
over." It is formed from super (over) and videre (to see). This implies overseeing or 
guiding the work of others from a position of responsibility. 

• Concept and Definition: 
o Initially, educational supervision was focused on inspection and control, ensuring 

teachers followed prescribed curricula. 
o The modern concept views supervision as a cooperative, developmental service. 
o Educational Supervision is the process of guiding, supporting, assisting, and assessing 

teachers and educational staff to improve instructional quality, enhance professional 
growth, and ultimately improve student learning outcomes. 

o It is supportive, explanatory, encouraging, guiding, advisory, improving, and sharing, 
rather than merely directive or punitive. 

2. Scope, Significance, and Need 
Scope of School Administration and Supervision 
The scope is vast and encompasses all activities that ensure the smooth and effective functioning of an 
educational institution. It can be understood through the following operational areas: 

• Determining Objectives and Procedures: Answering fundamental questions: What is to be done? 
How will the work be divided and done? Who will do it? With what resources? When? 

• Curriculum and Instruction: Planning, developing, implementing, and evaluating the 
educational program to ensure it is relevant and effective. 
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One-Liners Statements - School Administration & Supervision 
1. Introduction: Concepts, Definitions, and Etymology 

1. Administration is derived from the Latin word 'administratio', meaning management or direction. 
2. The root 'administrare' combines 'ad-' (to) and 'ministrare' (to serve), implying it is an act of 

serving. 
3. Administration is the process of arranging and directing human and material resources to achieve 

organizational goals. 
4. School Administration involves planning, organizing, directing, and controlling activities to 

achieve educational objectives. 
5. Administration is about "getting things done by others" through direction and supervision. 
6. An administrative system is an assemblage of interdependent parts forming a unified entity. 
7. Supervision comes from the Latin 'supervisionem', meaning "a looking over." 
8. Historically, educational supervision focused on inspection and control. 
9. Modern supervision is a cooperative, developmental service. 
10. Educational Supervision guides and supports teachers to improve instruction and student learning 

outcomes. 
11. Modern supervision is supportive, explanatory, encouraging, guiding, advisory, improving, 

and sharing. 
2. Scope, Significance, and Need 

12. The scope of school administration encompasses all activities for the smooth functioning of an 
institution. 

13. A key operational area is determining objectives and procedures (What, How, Who, With what, 
When). 

14. Administration covers curriculum and instruction planning, development, and evaluation. 
15. Staff Personnel management includes recruitment, training, development, and appraisal. 
16. Student Personnel services address admission, discipline, guidance, and welfare. 
17. Administration manages financial and physical resources, including budgets and facilities. 
18. Building school-community relations is a vital part of administration. 
19. Administration ensures policy implementation and legal compliance. 
20. Its significance lies in creating a conducive learning environment. 
21. It ensures the efficient and effective use of resources. 
22. It promotes continuous improvement in teaching and learning. 
23. A key need for administration is to manage the growing complexity of education systems. 
24. The goal is to secure "one hundred cents worth of education from each dollar expanded." 

3. Evolution and Key Milestones 
25. In the 19th century, the role of the school principal emerged, focused on discipline. 
26. Frederick Taylor's Scientific Management influenced early 20th-century administration, 

emphasizing efficiency. 
27. Post-World War II, models shifted towards democratic leadership and instructional 

leadership. 
28. Contemporary trends focus on accountability, equity, and data-driven decision-making. 
29. Early supervision models in the 19th century were inspection-based and focused on control. 
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D) Elton Mayo 
Answer: Morris Cogan 
8. Developmental Supervision, which tailors 
support to a teacher's stage of development, 
was pioneered by? 
A) Arthur Costa 
B) Max Weber 
C) Carl Glickman 
D) James MacGregor Burns 
Answer: Carl Glickman 
9. Which type of administration is 
characterized by shared decision-making and 
consultation? 
A) Autocratic 
B) Laissez-Faire 
C) Democratic 
D) Bureaucratic 
Answer: Democratic 
10. A major disadvantage of autocratic 
administration is that it? 
A) Is time-consuming 
B) Suppresses creativity and initiative 
C) Leads to disorganization 
D) Lacks clear goals 
Answer: Suppresses creativity and initiative 
11. Frederick Taylor's Scientific Management 
theory emphasizes? 
A) Human relations 
B) Efficiency and standardization 
C) Shared leadership 
D) Personal charisma 
Answer: Efficiency and standardization 
12. The Human Relations Theory in 
administration was significantly influenced 
by the work of? 
A) Max Weber 
B) Elton Mayo 
C) Ludwig von Bertalanffy 
D) Frederick Taylor 
Answer: Elton Mayo 
13. Which theory views a school as a complex, 
interrelated system? 

A) Bureaucratic Theory 
B) Scientific Management 
C) Systems Theory 
D) Human Relations Theory 
Answer: Systems Theory 
14. The principle of "Co-ordination of 
Authority and Responsibility" states that? 
A) Objectives are more important than 
procedures. 
B) Responsibility must be assigned based on 
talent. 
C) Authority must be commensurate with 
responsibility. 
D) Psychological factors are paramount. 
Answer: Authority must be commensurate 
with responsibility. 
15. As an Instructional Leader, a school 
principal is primarily responsible for? 
A) Financial management 
B) Curriculum oversight and teacher support 
C) Legal compliance 
D) Community fundraising 
Answer: Curriculum oversight and teacher 
support 
16. What is the primary function of a 
supervisor according to the document? 
A) Teaching 
B) Leadership 
C) Accounting 
D) Inspection 
Answer: Leadership 
17. An effective supervisor should have at 
least how many years of successful teaching 
experience? 
A) Three years 
B) Five years 
C) Six years 
D) Ten years 
Answer: Six years 
18. Which supervisory approach aims to 
detect weaknesses and often creates fear 
among teachers? 
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Planning and Management in Education 
1. Foundations: Administration and Management 
Definition and Core Concepts: 

• Administration: It is the top-level, decision-making function concerned with the formulation of 
broad objectives, plans, and policies for an organization. Its essence is thinking and deciding. 

• Management: It is the process of getting work done through others for the attainment of 
organizational goals. It is an execution function. Its essence is doing and implementing. 

Detailed Comparison: 

Basis Administration Management 

Etymology From Latin "ministrare," meaning "to 
serve." 

From Latin "manus," meaning "hand." 

Nature A thinking and decision-making function. A doing and execution function. 
Process Decides what is to be done and when. Decides who will do the work and how. 
Level Top-level function (e.g., Minister, 

Secretary). 
Middle and lower-level function. 

Skills Requires strong conceptual (visionary) 
and human skills. 

Requires technical and human skills. 

Influence Shaped by public opinion, government 
policies, customs, and religious 
organizations. 

Influenced by the values, opinions, beliefs, 
and decisions of the managers. 

Functions Determination of goals, policy 
formulation, decision-making, budgeting, 
recruitment. 

Policy implementation, execution, 
governance, and profit-making in relevant 
contexts. 

Heart Directing and decision-making. Planning. 
• Oliver Sheldon's Distinction (1923): In his book "The Philosophy of Management," he 

highlighted that administration is a decision-making function, while management is an execution 
function. 

2. Organization: The Structured Setting 
Definition: An organization is a group of people working together in a consciously structured setting to 
achieve common group goals. 
Types of Organizations: 

• Formal Organization: Has well-defined objectives, structure, policies, rules, and regulations (e.g., 
a government school). 

• Informal Organization: A network of interpersonal relationships that arise when people associate 
with one another. It has no defined objectives, structure, or rules (e.g., a teachers' social group). 

Significance of Organization: 
• Enables specialization and division of labor. 
• Provides role clarity and reduces ambiguity. 
• Ensures optimum utilization of resources (human, material, financial). 
• Facilitates coordination and effective administration. 
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One-Liners Statement -  Educational Planning and Management 
1. Foundations: Administration and Management 

1. Administration is a top-level, decision-making function concerned with formulating broad 
objectives, plans, and policies. 

2. The essence of administration is thinking and deciding. 
3. Management is the process of getting work done through others for the attainment of 

organizational goals. 
4. The essence of management is doing and implementing. 
5. Administration decides what is to be done and when. 
6. Management decides who will do the work and how. 
7. Administration is a top-level function (e.g., Minister, Secretary). 
8. Management is a middle and lower-level function. 
9. Administration requires strong conceptual (visionary) and human skills. 
10. Management requires technical and human skills. 
11. Administration is shaped by public opinion, government policies, and customs. 
12. Management is influenced by the values, opinions, and beliefs of the managers. 
13. The heart of administration is directing and decision-making. 
14. The heart of management is planning. 
15. Oliver Sheldon distinguished administration as a decision-making function and management as an 

execution function. 
2. Organization: The Structured Setting 

16. An organization is a group of people working together in a consciously structured setting to 
achieve common goals. 

17. A Formal Organization has well-defined objectives, structure, policies, and rules (e.g., a 
government school). 

18. An Informal Organization is a network of interpersonal relationships with no defined structure 
(e.g., a teachers' social group). 

19. Organization enables specialization and division of labor. 
20. Organization provides role clarity and reduces ambiguity. 
21. Organization ensures optimum utilization of resources (human, material, financial). 
22. Organization facilitates coordination and effective administration. 

3. Core Elements and Functions of Management 
23. Henri Fayol defined the key functions of management as Planning, Organizing, Commanding, 

Coordinating, and Controlling (POCCC). 
24. Luther Gulick & Lyndall Urwick coined POSDCORB: Planning, Organizing, Staffing, 

Directing, Coordinating, Reporting, Budgeting. 
25. Koontz and O'Donnell's functions are Planning, Organizing, Staffing, Directing, Controlling 

(POSDC). 
26. George & Jerry's functions are Planning, Organizing, Actuating, Controlling (POAC). 
27. Planning is an intellectual activity to determine a future course of action. 
28. Organizing is the process of allotting duties and building up resources to carry out the plan. 
29. Staffing is the process of hiring and developing required personnel. 
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130. The tenure of a School Council is 2 years. 
131. Deconcentration is the redistribution of administrative tasks within a centralized system. 
132. Devolution is the transfer of authority to local or regional levels. 

14. The Integration of Education and National Development 
133. Education is a key agent for national development. 
134. Effective educational planning is crucial for achieving Sustainable Development Goal 4 (SDG 

4). 
135. A major challenge in Pakistan's education sector is low budgetary allocation (around 2.1% of 

GDP). 
MCQs - Planning and Management in Education

1. According to the classical distinction, what 
is the essence of Administration? 
A) Doing and Implementing 
B) Thinking and Deciding 
C) Leading and Motivating 
D) Organizing and Staffing 
Answer: Thinking and Deciding 
2. Management is primarily concerned with: 
A) Formulating broad policies 
B) Getting work done through others 
C) Shaping public opinion 
D) Serving the board of directors 
Answer: Getting work done through others 
3. Which function is considered a top-level 
activity? 
A) Management 
B) Supervision 
C) Administration 
D) Operational planning 
Answer: Administration 
4. The heart of management is identified as: 
A) Directing 
B) Decision-making 
C) Planning 
D) Coordinating 
Answer: Planning 
5. Who distinguished administration as a 
decision-making function and management as 
an execution function? 
A) Henry Mintzberg 
B) Frederick Taylor 

C) Oliver Sheldon 
D) Henri Fayol 
Answer: Oliver Sheldon 
6. A government school is an example of a: 
A) Informal organization 
B) Formal organization 
C) Social organization 
D) Virtual organization 
Answer: Formal organization 
7. Which of the following is a key significance 
of organization? 
A) Reduces specialization 
B) Increases role ambiguity 
C) Ensures optimum utilization of resources 
D) Promotes individual interests 
Answer: Ensures optimum utilization of 
resources 
8. The acronym POSDCORB was coined by: 
A) Koontz and O'Donnell 
B) George and Jerry 
C) Gulick and Urwick 
D) Henri Fayol 
Answer: Gulick and Urwick 
9. The process of hiring and developing 
required personnel is known as: 
A) Planning 
B) Organizing 
C) Staffing 
D) Directing 
Answer: Staffing 
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History of Education 
1. The Muslim Period in the Indo-Pak Subcontinent 
Introduction and Historical Context 

• The establishment of Muslim rule, beginning with Qutbuddin Aibak and extending through the 
Delhi Sultanate and the Mughal Empire until Bahadur Shah Zafar, marks the foundational period 
of organized education in the region. 

• Unlike contemporary Europe, where the Church monopolized education, the Muslim system was 
general, unrestricted, and received significant support from the state and nobility. 

• The Muslim rulers (Slateen) integrated into the subcontinent, contributing profoundly to its cultural 
and educational advancement. 

Attitude of the State towards Education 
• The government believed in the autonomy of educational institutions. Teachers had full freedom to 

manage their institutions, frame curricula, and decide teaching methods. 
• The state's primary role was financial support, not direct supervision or restriction. 
• The Sadrus-Sudur, a high-ranking official (equivalent to a minister), was responsible for 

educational and moral affairs. His duties included: 
o Proposing candidates for scholarships and stipends to the Sultan. 
o Appointing Qazis (judges) and Muftis (jurists). 
o Censuring those who erred in education or public morals. 
o Providing aid to the poor and disabled from state funds. 

• Financial support was channeled through teacher salaries, student scholarships, and the endowment 
of properties (Jageers) to fund educational institutions. 

Aims of Education 
The educational system was guided by well-defined philosophical aims: 

• Seeking the Pleasure of God (Allah): The ultimate aim was to please God by building human 
character and personality in accordance with Islamic teachings. Education was considered an act 
of worship (Ibadah). 

• Predominance of Islam: Education aimed to secure the supremacy of Islam in this world and 
success in the hereafter, preparing Muslims to be a powerful and virtuous community. 

• Character Building: A central objective was the moral and ethical development of students. The 
study of Hadith (traditions of the Prophet) and Seerah (biography of the Prophet) were crucial for 
this purpose. 

• Overall Development: Education sought the balanced mental and physical development of 
learners, polishing all their innate abilities harmoniously. 

Curriculum 
The curriculum was comprehensive and evolved, with the Holy Quran at its core. 

• Elementary Education: 
o Focused on the "Three R's": Reading, Writing, and Arithmetic. 
o Recitation of the Holy Quran (initially without emphasis on understanding the meaning). 
o Co-education was practiced at this stage. 

• Secondary Education: 
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One-Liner Statements – History of Education 
1. The Muslim Period in the Indo-Pak Subcontinent 

1. The establishment of Muslim rule with Qutbuddin Aibak marks the foundational period of 
organized education in the Indo-Pak subcontinent. 

2. Unlike in Europe, the Muslim education system was general, unrestricted, and received 
significant state support. 

3. The government believed in the autonomy of educational institutions, with teachers having full 
freedom. 

4. The state's primary role was financial support, not direct supervision. 
5. The Sadrus-Sudur was a high-ranking official responsible for educational and moral affairs. 
6. The Sadrus-Sudur proposed candidates for scholarships, appointed Qazis and Muftis, and provided 

aid to the poor. 
7. Financial support was given through teacher salaries, student scholarships, and the endowment 

of Jageers. 
8. The ultimate aim of education was seeking the pleasure of God (Allah) and was considered an 

act of worship (Ibadah). 
9. Education aimed to secure the supremacy of Islam in this world and success in the hereafter. 
10. Character Building was a central objective, achieved through the study of Hadith and Seerah. 
11. Education sought the balanced mental and physical development of learners. 
12. The curriculum had the Holy Quran at its core. 
13. Elementary Education focused on the "Three R's": Reading, Writing, and Arithmetic. 
14. At the elementary level, the Holy Quran was recited initially without emphasis on understanding. 
15. Co-education was practiced at the elementary stage. 
16. Secondary Education imparted worldly knowledge for official procedures and legal matters. 
17. The medium of instruction at the secondary level was Persian. 
18. Higher Education covered advanced religious and rational sciences. 
19. The medium of instruction at the higher level was Arabic. 
20. In the First Period (Beginning to Akbar's Reign), the curriculum was dominated by traditional 

Islamic sciences. 
21. The Second Period (Akbar's Reign) marked a shift towards rational sciences like Philosophy and 

Logic. 
22. The Science of Medicine was introduced as a new subject during Akbar's reign. 
23. The Third Period (Aurangzeb's Reign onwards) was initiated by Mulla Nizam-ud-Din Sahalvi. 
24. Mulla Nizam-ud-Din reformed the curriculum into what became known as Dars-e-Nizami. 
25. A key feature of Dars-i-Nizamiyyah was that less importance was given to the Holy Quran and 

Hadith than to Philosophy and Logic. 
26. In Dars-i-Nizamiyyah, subjects like Geography and History were completely ignored. 
27. Dars-i-Nizamiyyah placed an excessive emphasis on Etymology (Sarf) and Syntax (Nahv). 
28. A drawback of Dars-i-Nizamiyyah was undue emphasis on means (grammar/logic) rather than 

ends (understanding). 
29. The curriculum was overloaded, making complete mastery nearly impossible. 
30. The Oral Method involved lectures, note-taking, and questions during the lesson. 
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128. Plato's Theory of Cave is an allegory about the effect of education on our nature. 
129. Aristotle (384-322 BC) founded The Lyceum (Peripatetic School). 
130. Aristotle was the founder of the philosophy of Realism. 
131. Aristotle is considered the Father of Psychology and wrote the first book on 

psychology, "Peripsyche." 
132. Aristotle is considered the Father of Logic. 
133. Aristotle emphasized the Scientific Method based on observation and deduction. 
134. Aristotle's concept of The Golden Mean is the virtuous middle ground between two extremes. 
135. Aristotle famously said, "Education is the creation of a sound mind in a sound body." 
136. The Quadrivium combined Arithmetic, Astronomy, Music, and Geometry. 
137. The Trivium combined Grammar, Logic, and Rhetoric. 
138. Paideia refers to the complete development of an individual—physical, mental, and spiritual. 
139. Pedagogy is derived from 'Paidos' (child) and 'agos' (to lead), meaning "to lead the child." 
140. A Palaestra was a wrestling school in ancient Greece. 
141. The English word "school" is derived from the Greekword "Schole," meaning "leisure."

  
MCQs – History of Education

1. Who is considered the founder of the 
organized education system in the 
Indo-Pak subcontinent with the 
establishment of Muslim rule? 
A) Akbar 
B) Aurangzeb 
C) Qutbuddin Aibak 
D) Bahadur Shah Zafar 
Answer: Qutbuddin Aibak 

2. What was the primary role of the 
state in education during the Muslim 
period? 
A) Direct supervision of curriculum 
B) Financial support 
C) Appointing all teachers 
D) Conducting examinations 
Answer: Financial support 

3. The official responsible for 
educational and moral affairs, 
equivalent to a minister, was known 
as: 
A) Qazi 
B) Mufti 
C) Sadrus-Sudur 

D) Moeed 
Answer: Sadrus-Sudur 

4. What was the ultimate aim of 
education in the Muslim period? 
A) Securing a government job 
B) Seeking the pleasure of God (Allah) 
C) Promoting rational sciences 
D) Learning Persian language 
Answer: Seeking the pleasure of God 
(Allah) 

5. Which of these was a central objective 
of education for character building in 
the Muslim period? 
A) Study of Philosophy 
B) Study of Hadith and Seerah 
C) Study of Calligraphy 
D) Study of Arithmetic 
Answer: Study of Hadith and Seerah 

6. What was the medium of instruction 
at the secondary level during the 
Muslim period? 
A) Arabic 
B) Urdu 
C) Persian 
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Foundation of Education 
The Educational Process: Meaning and Nature 
Understanding Education 
Definition: Education is a systematic process through which a society transmits its accumulated 
knowledge, skills, values, and cultural heritage from one generation to the next. It is both a process and a 
product—a journey of continuous growth and development. 
Etymology: The word "education" is derived from Latin words: 

• "Educare" meaning "to bring up" or "to nourish" 
• "Educere" meaning "to lead out" or "to draw out" (implying development of latent potential) 
• "Educatum" meaning "act of teaching or training" 

The Educational Process: Key Components 
Education as a process involves several interconnected elements that work together to achieve learning 
outcomes: 

Component Description Role in Process 
Learner The central figure in education—the one 

who learns, grows, and develops 
Active participant; ultimate beneficiary of 
the educational process 

Teacher Facilitator, guide, and catalyst in the 
learning journey 

Creates conducive environment; designs 
learning experiences; provides expertise 

Curriculum Systematic arrangement of learning 
experiences and content 

Blueprint for what, how, and when to teach 

Instruction Methods, strategies, and techniques used 
to deliver content 

Bridge between curriculum and learner 

Assessment Process of evaluating learning outcomes Provides feedback; measures achievement; 
guides improvement 

Environment Physical, social, and psychological context 
of learning 

Shapes learning experiences; influences 
outcomes 

Society Broader community that education serves Determines purpose; provides resources; 
uses outcomes 

Aims of Education 
Education serves multiple purposes that can be categorized as: 
Individual Aims: 

• Self-realization: Helping individuals realize their full potential 
• Vocational preparation: Equipping with skills for livelihood 
• Character development: Building moral and ethical values 
• Physical development: Ensuring health and fitness 
• Mental development: Sharpening intellectual faculties 

Social Aims: 
• Citizenship training: Preparing responsible citizens 
• Social efficiency: Enabling contribution to society 
• Cultural transmission: Preserving and transmitting heritage 
• Social cohesion: Building unity and harmony 
• Social reform: Improving society through educated individuals 
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Practice MCQs
1. Education is best defined as: 
A) The mere transmission of facts from teacher 
to student 
B) A lifelong process of acquiring knowledge, 
skills, values, and attitudes 
C) Only formal schooling in institutions 
D) Preparation for examinations only 
Answer: B) A lifelong process of acquiring 
knowledge, skills, values, and attitudes 
2. The educational process consists of which 
three main elements? 
A) Teacher, student, and parent 
B) Teacher, student, and curriculum 
C) School, home, and community 
D) Textbook, exam, and certificate 
Answer: B) Teacher, student, and curriculum 
3. Teaching is an interactive process primarily 
aimed at: 
A) Completing the syllabus 
B) Facilitating learning and bringing about 
behavioral change in students 
C) Maintaining discipline 
D) Conducting examinations 
Answer: B) Facilitating learning and bringing 
about behavioral change in students 
4. Learning is best described as: 
A) A temporary change in behavior 
B) A relatively permanent change in behavior 
resulting from experience 
C) Maturation due to age 
D) Instinctive behavior 
Answer: B) A relatively permanent change in 
behavior resulting from experience 
5. Instruction refers to: 
A) The broader educational aims 
B) The deliberate and systematic direction of the 
learning process 
C) Informal learning at home 
D) Co-curricular activities only 
Answer: B) The deliberate and systematic 
direction of the learning process 

6. The ultimate goal of the educational 
process is: 
A) To pass examinations 
B) The holistic development of the individual 
C) To get a job 
D) To memorize textbooks 
Answer: B) The holistic development of the 
individual 
7. Education plays a crucial role in nation-
building by: 
A) Creating a divided society 
B) Producing skilled, knowledgeable, and 
responsible citizens 
C) Promoting ignorance 
D) Encouraging dependence on foreign aid 
Answer: B) Producing skilled, 
knowledgeable, and responsible citizens 
8. National cohesion refers to: 
A) Division and conflict among groups 
B) The unity and sense of belonging among 
citizens of a nation 
C) Regional disparities 
D) Linguistic differences 
Answer: B) The unity and sense of belonging 
among citizens of a nation 
9. Education promotes national integration 
by: 
A) Teaching divisive ideologies 
B) Fostering common values, shared history, and 
mutual respect 
C) Isolating different communities 
D) Promoting regional languages only 
Answer: B) Fostering common values, shared 
history, and mutual respect 
10. Character building in education involves: 
A) Only academic achievement 
B) Developing moral, ethical, and social values 
in students 
C) Physical fitness only 
D) Memorizing religious texts without 
understanding 
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Educational Policies of Pakistan (1947-2009) 
1. Introduction to Educational Policy
Definition: 
An educational policy is a comprehensive framework of principles, rules, and guidelines formulated by a 
government or governing body to manage, direct, and improve the entire education system. It serves as a 
strategic blueprint for educational institutions, teachers, and administrators to achieve coherent national 
education goals, ensuring the system is organized, equitable, effective, and aligned with the nation's socio-
economic and cultural aspirations. 
Purposes of Educational Policy: 

1. Achieving National Goals: Education policies are designed to align the education system with
broader national development objectives, such as poverty reduction, economic growth, social
cohesion, and, most fundamentally, the eradication of illiteracy.

o Example: A policy mandating free and compulsory primary education directly contributes
to the national goal of improving literacy rates.

2. Shaping the Future of the Nation: Education is the primary tool for preparing a skilled,
knowledgeable, responsible, and patriotic citizenry capable of leading the country's future progress
and development.

o Example: Emphasizing Science, Technology, Engineering, and Mathematics (STEM)
education helps create a workforce of engineers, doctors, and scientists essential for
national advancement.

3. Controlling the Quality of Education: Policies establish minimum standards for instruction,
infrastructure, and learning outcomes. They regulate teacher qualifications, curriculum content, and
assessment methods to ensure a consistently high-quality education for all students.

o Example: Mandating a B.Ed. degree for elementary school teachers ensures a baseline of
pedagogical competence.

4. Solving Critical Problems: Policies provide targeted strategies to address urgent and systemic
issues within the education system, such as low enrollment rates, high dropout rates, gender
disparities, and poor learning outcomes.

o Example: Introducing a Midday Meal Scheme in schools can significantly increase daily
attendance and reduce dropout rates, particularly in underprivileged areas.

5. Determining Outcomes and Outputs: Policies define the desired learning objectives (outcomes)
and establish mechanisms to measure student achievement and system performance (outputs).

o Example: Standardized public examinations at the secondary level (Matric) are used to
assess and certify student learning on a national scale.

6. Distributing Educational Resources: A key function of policy is to ensure the equitable and
efficient allocation of finite resources—such as funding, textbooks, teaching staff, and physical
infrastructure—across different regions and socio-economic groups to bridge resource gaps.

o Example: Allocating specific funds for the construction of girls' schools in rural districts
to improve access to education.

7. Identifying How to Educate: Policies guide pedagogical approaches, teaching methodologies, and
the design of the curriculum, determining how knowledge is to be imparted to students.
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One-Liner Statements - Education Policies of Pakistan (1947-2009) 
1. Introduction to Educational Policy

1. An educational policy is a comprehensive framework of principles and guidelines to manage and
improve the education system.

2. The purpose of an educational policy is to achieve national goals like poverty reduction and
economic growth.

3. Education policies aim to shape a skilled, knowledgeable, and patriotic citizenry for the nation's
future.

4. Policies control the quality of education by setting standards for instruction, infrastructure, and
learning outcomes.

5. A key function of policy is to solve critical problems like low enrollment, high dropout rates, and
gender disparities.

6. Policies determine the desired learning outcomes and establish mechanisms to measure student
achievement.

7. Educational policies ensure the equitable distribution of resources like funding, textbooks, and
teaching staff.

8. Policies guide pedagogical approaches and teaching methodologies, determining how knowledge
is imparted.

9. A goal of policy is to ensure effectiveness and efficiency in the use of time, money, and resources.
10. Policies promote standards and uniformity to ensure a consistent educational experience across

regions.
11. Leveling the education system to reduce urban-rural and socioeconomic disparities is a key policy

aim.
12. Policies work towards securing qualified and motivated teachers and educational administrators.
13. Policies translate broad strategic visions into concrete, actionable steps and programs within

institutions.
2. Chronological Overview of Pakistan's Education Policies
First Educational Conference, 1947

14. The First Educational Conference was held from November 27 to December 1, 1947, in Karachi.
15. It was presided by Fazal Ur Rehman and held under the supervision of Quaid-e-Azam

Muhammad Ali Jinnah.
16. Its key focus was to establish an education system based on Spiritual, Social, and

Vocational principles.
17. It proposed free and compulsory primary education for all children.
18. The Adult Education Committee estimated it would take 140 years to eliminate illiteracy in

Pakistan. 
19. It introduced compulsory Physical Education in schools.
20. The conference proposed an Overseas Scholarship Scheme for higher education abroad.
21. It recommended the use of broadcast media (radio) and films as teaching tools.
22. It proposed a Council of Technical Education to address the shortage of technicians and

engineers.
23. It recommended establishing a Central Institute of Islamic Research.
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Answer: Privatizing all educational 
institutions 
3. The First Educational Conference of 1947
was held under the supervision of:
A) Liaquat Ali Khan
B) Fazal Ur Rehman
C) Allama Iqbal
D) Quaid-e-Azam Muhammad Ali Jinnah
Answer: Quaid-e-Azam Muhammad Ali
Jinnah
4. The First Educational Conference (1947)
proposed free and compulsory education at 
which level? 
A) Secondary
B) University
C) Primary
D) Technical
Answer: Primary
5. The Adult Education Committee in 1947
estimated it would take how many years to
eliminate illiteracy?
A) 50 years
B) 86 years
C) 140 years
D) 25 years
Answer: 140 years
6. The 1947 Conference recommended the use
of which tools for teaching?
A) Smartboards and Tablets
B) Radio and Films
C) Only textbooks
D) Social media platforms
Answer: Radio and Films
7. The Sharif Commission (1959) was formed
during the government of:
A) Zulfiqar Ali Bhutto
B) General Yahya Khan
C) President Ayub Khan
D) General Zia-ul-Haq
Answer: President Ayub Khan
8. What was the key focus of the Sharif
Commission (1959)?

A) Islamization and Vocational Training
B) Character building, Science, and Technical
Education
C) Literacy and Equality
D) Life Skills and Quality
Answer: Character building, Science, and
Technical Education
9. The Sharif Commission recommended
which language as the medium of instruction?
A) English
B) Punjabi
C) Urdu
D) Arabic
Answer: Urdu
10. Which regulatory body was established as
a result of the Sharif Commission?
A) Higher Education Commission (HEC)
B) Academy of Educational Planning and
Management (AEPAM)
C) University Grants Commission (UGC)
D) National Testing Service (NTS)
Answer: University Grants Commission
(UGC)
11. The Sharif Commission proposed an
examination system with what ratio of
internal to external assessment?
A) 50% internal, 50% external
B) 75% internal, 25% external
C) 25% internal, 75% external
D) 100% internal assessment
Answer: 25% internal, 75% external
12. The New Education Policy of 1970 was
presented by:
A) Zulfiqar Ali Bhutto
B) Abdul Hafeez Pirzada
C) Air Marshal Noor Khan
D) S.M. Sharif
Answer: Air Marshal Noor Khan
13. A major administrative reform proposed
in the 1970 policy was:
A) Centralization of all power
B) Decentralization of educational
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Educational Research 
1. Introduction to Educational Research
Concept and Definition of Research 

• Etymology: The word "research" is derived from the Middle French word “recherche”, meaning
“to go about seeking”. It is a compound of “re-” (again) + “cerchier” (to search). Thus, it literally
means to "search again and again."

• General Definition: Research is a systematic, formal, rigorous, and intensive process of inquiry
aimed at discovering new knowledge, correcting previous errors, and adding in an orderly way to
the existing body of knowledge. It is a systematic attempt to provide answers to questions.

• Definition by John W. Best: According to John W. Best in his book "Research in Education,"
research is "the systematic and objective analysis and recording of controlled observations that
may lead to the development of generalizations, principles, or theories, resulting in prediction and
possibly ultimate control of events." He also stated that "The secret of our cultural development has
been research, pushing back the areas of ignorance by discovering new truths."

• Key Purpose: The primary purpose of research is to discover new information or reach a new
understanding of a topic or issue.

Characteristics of Research 
Research, particularly scientific research, is characterized by a set of key features. Bruce W. Tuckman 
summarized these with the acronym MOVIE and other essential traits: 

• M – Mathematical Precision and Accuracy: Relies on quantitative data, measurement, and
statistical analysis.

• O – Objectivity: Findings are based on empirical evidence, free from personal bias, beliefs, or
values.

• V – Verifiability: Results can be checked and confirmed by other researchers through replication.
• I – Impartiality: The researcher remains neutral and unbiased throughout the research process.
• E – Expertness: Requires specialized knowledge, skills, and training in research methodologies.

Additional Key Characteristics include: 
• Systematic: It follows a structured and organized approach with specific, sequential steps and

procedures.
• Logical: It is guided by principles of logical reasoning, ensuring conclusions are based on valid

inferences from the data.
• Empirical: It is based on observed and measured phenomena, deriving knowledge from actual

experience rather than just theory.
• Reductive: It aims to generalize from specific data and observations to broader principles or

theories.
• Replicable: The research process and findings should be repeatable, allowing others to verify the

results.
• Transmissible: The findings and knowledge generated can be shared and communicated to others.

Meaning and Specific Characteristics of Educational Research 
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One-Liners Statements - Educational Research 
1. Introduction to Educational Research 

1. The word "research" is derived from the Middle French word "recherche", meaning "to go about 
seeking". 

2. Research is a systematic, formal, rigorous, and intensive process of inquiry. 
3. The primary purpose of research is to discover new information or reach a new understanding. 
4. According to John W. Best, research is the systematic and objective analysis of controlled 

observations. 
5. Bruce W. Tuckman summarized the characteristics of research with the acronym MOVIE. 
6. M in MOVIE stands for Mathematical Precision and Accuracy. 
7. O in MOVIE stands for Objectivity, meaning findings are based on empirical evidence. 
8. V in MOVIE stands for Verifiability, meaning results can be confirmed by others. 
9. I in MOVIE stands for Impartiality, meaning the researcher remains neutral. 
10. E in MOVIE stands for Expertness, requiring specialized knowledge and skills. 
11. Research is systematic, following a structured and organized approach. 
12. Research is logical, guided by principles of logical reasoning. 
13. Research is empirical, based on observed and measured phenomena. 
14. Research is reductive, aiming to generalize from specific data to broader theories. 
15. Research is replicable, meaning the process and findings should be repeatable. 
16. Research is transmissible, meaning findings can be shared with others. 
17. Educational Research is the systematic application of the scientific method to solve educational 

problems. 
18. The major concern of educational research is to understand, explain, predict, and control human 

behaviors in educational situations. 
19. The main purpose of educational research is to improve the teaching-learning process. 
20. A specific characteristic of educational research is that it deals with complex human relationships. 
21. Educational research uses an inter-disciplinary approach, drawing from Psychology, Sociology, 

etc. 
22. Educational research is not as exact as physical sciences due to the uniqueness of human beings. 
23. Educational research is often subjective and intangible, dealing with concepts like motivation. 
24. Educational research has a school-based focus, concerned with real-world problems. 
25. Educational research is practitioner-friendly and can be undertaken by teachers (e.g., Action 

Research). 
26. Educational research is generally inexpensive compared to large-scale scientific experiments. 
27. Educational research aims at bridging the gap between theory and practice. 

2. Sources of Knowledge and the Scientific Method 
28. Sense Perception is a method of acquiring knowledge through our senses, but it can be misleading. 
29. Tradition/Custom relies on established ways of doing things but can resist progress. 
30. Authority involves accepting knowledge from a respected source, which can be dangerous if 

unchallenged. 
31. Expert Opinion involves consulting specialists, but their credentials must be verified. 
32. Rationalism gains knowledge through reason and logic without empirical verification. 
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105. In Non-Participant Observation, the researcher remains an outside observer. 
106. The Hawthorne Effect occurs when subjects behave differently because they know they are being 

observed. 
107. Achievement Tests measure the level of knowledge or skill in a specific area. 
108. Aptitude Tests measure the potential or capability for performing a task. 
109. Intelligence Tests measure mental functions like reasoning and problem-solving. 
110. Personality Tests analyze an individual's personality traits and emotional state. 
111. Validity is the quality of a test that ensures it measures what it claims to measure. 
112. Reliability is the quality of a test that ensures it produces consistent results. 
113. An Opinionnaire is a set of statements used to gather qualitative data on beliefs and opinions. 
114. An Attitude Scale measures the intensity and direction of an individual's feelings or attitudes. 
115. The Likert Scale is the most common attitude scale, using agreement/disagreement statements. 
116. The Thurstone Scale uses statements with pre-assigned weights that respondents agree or disagree 

with. 
117. The Guttman Scale (Scalogram) is a cumulative scale where agreement with a higher-level 

statement implies agreement with all lower-level ones.
  

MCQs – Educational Research 
1. The word "research" is etymologically 
derived from which language? 
A) Latin 
B) Greek 
C) Middle French 
D) German 
Answer: C) Middle French 
2. According to John W. Best, what is the 
secret of our cultural development? 
A) Tradition 
B) Authority 
C) Research 
D) Common Sense 
Answer: C) Research 
3. In the acronym MOVIE, as summarized by 
Bruce W. Tuckman, the letter 'M' stands for? 
A) Measurement 
B) Mathematical Precision and Accuracy 
C) Methodical Approach 
D) Meaningful Analysis 
Answer: B) Mathematical Precision and 
Accuracy 
4. Which characteristic of research means 
that the findings can be checked and 

confirmed by other researchers? 
A) Objectivity 
B) Verifiability 
C) Impartiality 
D) Replicability 
Answer: B) Verifiability 
5. What is the major concern of educational 
research? 
A) To discover new elements 
B) To understand, explain, predict, and control 
human behaviors in educational situations 
C) To develop complex statistical formulas 
D) To replace traditional teaching methods 
Answer: B) To understand, explain, predict, 
and control human behaviors in educational 
situations 
6. Educational research is considered less 
exact than physical sciences because: 
A) It uses different tools 
B) It is not empirical 
C) Of the uniqueness of human beings and 
difficulty in controlling all variables 
D) It is not systematic 
Answer: C) Of the uniqueness of human 
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Information And Communication Technology (ICT) In 
Education - Fundamentals of Computer 

Introduction to Computers 
A computer is an electronic device that operates under the control of a set of instructions stored in its 
memory. It accepts data (input), processes that data according to predefined rules, produces results 
(output), and stores the results for future use. 
Etymology: The term "computer" is derived from the Latin word 'computare' , which means "to 
calculate." Originally, it referred to a person who performed calculations, but today it refers to a 
programmable machine. 
Working Definition: A computer is a programmable machine that executes arithmetic and logical 
operations automatically and sequentially. 
Data vs. Information 
Understanding the distinction between data and information is fundamental to computer science: 

Aspect Data Information 
Definition Raw, unorganized, and unprocessed facts 

and figures 
Data that has been processed, organized, 
and structured 

Nature Discrete values with no specific meaning 
on their own 

Meaningful and useful in a given context 

Example 51, 77, 58, 82, 64, 70 "The average of the six test scores is 67%" 
Processing Input to the system Output after processing 
Usefulness Not directly useful for decision-making Provides basis for decisions and actions 

Key Principle: GIGO (Garbage In, Garbage Out) 
This principle states that if incorrect or meaningless data (garbage) is input into a computer system, the 
output will also be incorrect or meaningless. The quality of output is directly dependent on the quality of 
input. 
Characteristics of Computers 
Computers possess several distinctive characteristics that make them powerful tools: 

Characteristic Description Implication 
Speed Computers execute millions to billions of 

instructions per second. Speed is measured in Hertz 
(Hz), where 1 Hz = one cycle per second. Modern 
processors operate in Gigahertz (GHz). 

Tasks that would take humans 
years are completed in 
seconds. 

Accuracy Computers perform operations with a high degree 
of precision. Errors are almost always due to human 
input or faulty programming, not the computer 
itself. 

Reliable for complex 
calculations where precision 
is critical. 

Diligence Unlike humans, computers are immune to boredom, 
fatigue, or lack of concentration. They can work 
continuously for hours, days, or years without loss 
of performance. 

Ideal for repetitive, 
monotonous tasks like 
monitoring systems or 
processing large datasets. 

Versatility Computers can perform a wide variety of tasks 
simultaneously by executing different programs, 

One machine can serve 
multiple purposes, reducing 
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Practice MCQs
1. A computer is best defined as: 
A) A device for playing games 
B) An electronic device that operates under the 
control of instructions stored in its memory 
C) A typewriter with a screen 
D) A communication tool only 
Answer: B) An electronic device that operates 
under the control of instructions stored in its 
memory 
2. The term 'computer' is derived from which 
Latin word? 
A) Communis 
B) Computare 
C) Componere 
D) Computus 
Answer: B) Computare 
3. 'Computare' means: 
A) To communicate 
B) To calculate 
C) To compute 
D) To process 
Answer: B) To calculate 
4. Raw, unorganized, and unprocessed facts 
and figures are called: 
A) Information 
B) Knowledge 
C) Data 
D) Wisdom 
Answer: C) Data 
5. Data that has been processed and 
organized to make it meaningful is called: 
A) Raw data 
B) Information 
C) Input 
D) Output 
Answer: B) Information 
6. The speed of a computer is measured in: 
A) Bytes 
B) Bits 
C) Hertz (Hz) 

D) Volts 
Answer: C) Hertz (Hz) 
7. The principle 'Garbage In, Garbage Out' 
(GIGO) emphasizes the importance of: 
A) Processing speed 
B) Storage capacity 
C) Input accuracy 
D) Output quality 
Answer: C) Input accuracy 
8. Which characteristic makes computers 
immune to boredom, fatigue, and lack of 
concentration? 
A) Speed 
B) Accuracy 
C) Diligence 
D) Versatility 
Answer: C) Diligence 
9. The ability of computers to perform a wide 
variety of tasks simultaneously is called: 
A) Diligence 
B) Versatility 
C) Automation 
D) Reliability 
Answer: B) Versatility 
10. Which characteristic allows computers to 
operate without human intervention once 
programmed? 
A) Speed 
B) Accuracy 
C) Automation 
D) Diligence 
Answer: C) Automation 
11. Which type of computer is the fastest, 
most powerful, and most expensive? 
A) Mainframe 
B) Minicomputer 
C) Personal Computer 
D) Supercomputer 
Answer: D) Supercomputer 
12. Supercomputers are used for tasks like: 
A) Word processing 
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Human Resource and Financial Management 
Definition, Significance and Scope of Human Resource Management 
Human Resource Management (HRM) is the strategic, integrated and coherent approach to the 
employment, development and well-being of people working in organizations. It involves management 
functions concerned with procurement, development, compensation, integration and maintenance of 
human resources with a view to contribute towards organizational goals. 
When we talk about HRM, we are essentially discussing how organizations manage their most valuable 
asset—their people. Unlike other resources like machinery or capital, human resources have the unique 
capacity to think, feel, create, and grow. This makes HRM both challenging and critically important for 
organizational success. 
The Origin of the Term: 
The term "Human Resource" was first coined by John R. Commons in his 1893 book "The Distribution 
of Wealth." However, the modern concept of HRM as we understand it today gained prominence in the 
1980s when organizations began recognizing that people, not just technology or capital, could provide 
sustainable competitive advantage. 
Definitions by Leading Experts 
Understanding how different experts have defined HRM gives us a comprehensive picture of its scope 
and nature: 

Expert Definition Key Emphasis 
Edwin Flippo "HRM is the planning, organizing, directing and 

controlling of the procurement, development, 
compensation, integration, maintenance and 
separation of human resources to the end that 
individual, organizational and social objectives are 
accomplished." 

Comprehensive coverage of 
all HR functions and multiple 
objectives 

Dale Yoder "HRM is the function or activity aiding employees 
to develop their potentialities to achieve maximum 
efficiency and satisfaction." 

Employee development and 
satisfaction 

Michael 
Armstrong 

"HRM is a strategic, integrated and coherent 
approach to the employment, development and 
well-being of the people working in 
organizations." 

Strategic nature and employee 
well-being 

Gary Dessler "HRM is the process of acquiring, training, 
appraising, and compensating employees, and of 
attending to their labor relations, health and safety, 
and fairness concerns." 

Practical, process-oriented 
view 

Decenzo and 
Robbins 

"HRM is concerned with the people dimension in 
management. It involves getting people, 
developing their skills, providing motivation and 
maintaining them for organizational objectives." 

People dimension and 
motivation 

Nature and Characteristics of HRM 
To truly understand HRM, we must appreciate its fundamental characteristics: 

Characteristic Description 
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Pervasive Force HRM is not confined to the HR department alone. It is universal in all 
organizations, at all levels of management, and across all functional areas. 
Every manager, whether in marketing, finance, or operations, performs HR-
related functions. 

People-Oriented At its heart, HRM is about people. It is concerned with all categories of 
personnel from top-level executives to front-line workers. The focus is on 
treating people as valuable resources rather than just factors of production. 

Continuous Process HRM is not a one-time activity that ends with hiring. It is an ongoing, never-
ending process that continues throughout the employee's journey in the 
organization, from pre-entry to exit. 

Strategic 
Integration 

HR policies and practices cannot exist in isolation. They must align with and 
support the overall organizational strategy. When business strategy changes, 
HRM must adapt accordingly. 

Development-
Oriented 

HRM aims not just at utilizing human resources but at continuously 
developing human potential. This includes training, career development, and 
providing growth opportunities. 

Interdisciplinary HRM draws knowledge and insights from multiple disciplines including 
psychology (understanding behavior), sociology (group dynamics), 
economics (labor markets), anthropology (organizational culture), and law 
(employment regulations). 

Future-Oriented While managing present needs, HRM also looks ahead. It involves 
forecasting future human resource requirements and planning to meet those 
needs. 

Goal-Oriented All HRM activities are directed toward achieving multiple goals—individual 
goals (employee satisfaction and growth), organizational goals (productivity 
and profitability), and societal goals (social responsibility and welfare). 

Comprehensive The scope of HRM is comprehensive, covering all aspects from the moment 
a person is considered for employment (acquisition) to the time they leave 
the organization (separation). 

Significance of HRM 
The importance of HRM can be understood at multiple levels: 
A. Organizational Significance 

Area Contribution 
Competitive 
Advantage 

According to the Resource-Based View (RBV) of the firm, HRM creates human 
capital that is valuable, rare, difficult to imitate, and non-substitutable. This 
becomes a source of sustained competitive advantage that competitors cannot 
easily replicate. 

Attracting Talent In today's knowledge economy, talented people have choices. Effective HRM 
practices—including employer branding, competitive compensation, and growth 
opportunities—help attract the best candidates. 

Retaining Talent High employee turnover is costly and disruptive. Fair compensation, growth 
opportunities, positive work culture, and good leadership—all areas of HRM—
reduce turnover and retain valuable employees. 

Productivity 
Enhancement 

Through training, motivation, performance management, and creating an 
enabling environment, HRM directly contributes to higher individual and 
organizational productivity. 
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Cost Efficiency Optimal utilization of human resources—getting the right people with the right 
skills in the right positions—reduces waste and improves cost efficiency. 

Organizational 
Culture 

HRM shapes the values, beliefs, and norms that guide behavior in the 
organization. Through recruitment, socialization, rewards, and leadership 
development, HRM creates and sustains organizational culture. 

Change 
Management 

Organizations must constantly adapt to technological, market, and environmental 
changes. HRM facilitates this adaptation by preparing employees for change, 
managing transitions, and addressing resistance. 

B. Individual Significance 
• Career Development: HRM provides opportunities for growth and advancement through 

training, mentoring, and career planning programs. 
• Job Satisfaction: Fair treatment, recognition, appropriate rewards, and a positive work 

environment enhance employee satisfaction and engagement. 
• Skill Enhancement: Continuous learning and development programs help employees improve 

their competencies and remain relevant in changing times. 
• Work-Life Balance: HRM policies regarding leave, flexible working hours, and employee 

welfare measures help employees balance professional and personal responsibilities. 
• Financial Security: Fair compensation, benefits, and retirement plans provide financial security 

to employees and their families. 
C. Social Significance 

• Employment Generation: Organizations, through their HRM function, create and sustain job 
opportunities in society. 

• Standard of Living: Fair wages and benefits contribute to improving the living standards of 
employees and their families. 

• Social Justice: HRM promotes equal opportunity, non-discrimination, and fair treatment, 
contributing to social justice. 

• National Development: A skilled, motivated, and productive workforce contributes to overall 
economic growth and national development. 

D. Professional Significance 
• Professional Growth: HR professionals themselves develop expertise and grow in their careers. 
• Ethical Standards: HRM promotes fair and ethical practices in organizations, setting standards 

for how people should be treated. 
• Industrial Harmony: Through effective employee relations and dispute resolution mechanisms, 

HRM maintains peace between management and workers, contributing to industrial harmony. 
Scope of HRM 
The scope of HRM is vast and covers the entire employee lifecycle from "hire to retire." It can be 
categorized into three major dimensions: 
A. Core HR Functions 

Functional Area Components 
HR Planning Forecasting human resource requirements, job analysis, job design, 

succession planning 
Recruitment and 
Selection 

Sourcing candidates, screening applications, conducting tests and 
interviews, hiring decisions, placement 
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Training and 
Development 

Identifying training needs, designing training programs, implementing 
training, evaluating effectiveness 

Performance 
Management 

Setting performance standards, appraising performance, providing 
feedback, performance counseling, improvement plans 

Compensation 
Management 

Wage and salary administration, incentives and bonuses, benefits and 
perquisites 

Employee Relations Industrial relations, collective bargaining, grievance handling, employee 
communication 

Health and Safety Ensuring safe working conditions, medical facilities, safety training, 
occupational health programs 

HR Research and Audit Evaluating HR practices, HR metrics and analytics, HR audit 
HR Information Systems Computerized management of employee data, HR databases, HR analytics 

B. HR Activities by Employee Lifecycle Stage 
Stage Activities 
Pre-Entry HR planning, job analysis, recruitment, employer branding 
Entry Selection, placement, induction and orientation, initial training 
During 
Employment 

Training and development, performance appraisal, compensation administration, 
motivation, communication, employee welfare, career development, promotions 
and transfers 

Exit Retirement, resignation, termination, layoffs, exit interviews, knowledge transfer 
C. HR Activities by Level of Management 

Level Focus 
Strategic Level Formulating HR policies, long-term HR planning, aligning HR with business 

strategy, organizational design (handled by top management) 
Tactical Level Program design, resource allocation, implementation planning, coordination 

(handled by middle management) 
Operational 
Level 

Day-to-day HR activities, record keeping, employee support, transaction processing 
(handled by lower management and HR staff) 

Organization: Meaning, Characteristics and Objectives 
Meaning and Definitions of Organization 
Etymology: The word 'organization' is derived from the Greek word 'organon' meaning 'tool' or 
'instrument'. This etymology is significant because it implies that organization is essentially an instrument 
or tool created to achieve objectives that individuals alone cannot accomplish. 
Definitions by Experts: 

Expert Definition 
Chester 
Barnard 

"An organization is a system of consciously coordinated activities or forces of two or 
more persons." 

Louis Allen "Organization is the process of identifying and grouping the work to be performed, 
defining and delegating responsibility and authority, and establishing relationships for 
the purpose of enabling people to work most effectively together in accomplishing 
objectives." 

Koontz & 
O'Donnell 

"Organization involves the grouping of activities necessary to attain goals, the 
assignment of each grouping to a manager with authority necessary to supervise it, and 
the provision for coordination horizontally and vertically in the enterprise structure." 

Theo 
Haimann 

"Organization is the structural relationship by which an enterprise is bound together 
and the framework in which individual effort is coordinated." 
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Comprehensive Definition: An organization is a consciously coordinated social entity, with a relatively 
identifiable boundary, that functions on a relatively continuous basis to achieve a common goal or set of 
goals. This definition highlights several key elements: 

• Social entity: Organizations consist of people and their relationships 
• Consciously coordinated: There is deliberate effort to align activities 
• Identifiable boundary: There is some distinction between members and non-members 
• Continuous basis: Organizations tend to have some permanence 
• Common goals: Members work toward shared purposes 

Characteristics of Organization 
Understanding the characteristics of organization helps us distinguish organized efforts from random 
collections of people: 

1. Collection of People: Organizations consist of two or more people interacting with each other. 
The human element is essential—without people, there is no organization. These people bring 
their skills, attitudes, experiences, and aspirations. 

2. Common Objectives: Members work together to achieve shared purposes. Without common 
goals that people are willing to work toward, there is no organization—just a crowd. These 
objectives provide direction and purpose. 

3. Division of Work: Activities are divided into specialized tasks and assigned to individuals based 
on their capabilities. This division allows for expertise development and efficiency. No single 
person can do everything, so work must be distributed. 

4. Structure: There is a formal framework defining roles, responsibilities, authority relationships, 
and communication channels. This structure provides stability and predictability. It answers 
questions like: Who does what? Who reports to whom? Who has decision-making authority? 

5. Coordination: Systematic synchronization of efforts ensures unity of action toward objectives. 
Individual efforts, no matter how excellent, must be harmonized to achieve organizational goals. 
Coordination is the glue that holds the organization together. 

6. Continuity: Organizations tend to have permanence and continue beyond the tenure of individual 
members. People come and go, but the organization as an entity persists. This continuity allows 
for long-term planning and institutional memory. 

7. Boundaries: Organizations have identifiable boundaries that distinguish members from non-
members. These boundaries may be physical (office premises), legal (employment contracts), or 
psychological (sense of belonging). 

8. Authority Structure: There is a hierarchical arrangement of positions with varying degrees of 
authority. Some people have the right to make decisions and direct others. This authority structure 
enables coordinated action. 

9. Rules and Regulations: Formal and informal norms guide member behavior. These rules provide 
consistency, fairness, and predictability. They may be written (policy manuals) or unwritten 
(cultural norms). 

10. Communication System: Established channels for information flow ensure that necessary 
information reaches the right people at the right time. Communication is the lifeblood of 
organization. 
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Objectives of Organization 
Organizations exist to achieve multiple objectives that can be categorized as follows: 
A. Primary Objectives (Depending on Organization Type) 

Objective Description 
Profitability For business organizations, earning profits is essential for survival and growth. 

Profit provides returns to owners and resources for reinvestment. 
Growth Organizations seek to expand in size, market share, operations, and influence. 

Growth provides economies of scale and opportunities for employees. 
Survival At a basic level, organizations must ensure their long-term existence. This means 

adapting to environmental changes and maintaining viability. 
Service For public sector and non-profit organizations, providing services to citizens or 

beneficiaries is the primary objective. Service quality and accessibility matter most. 
B. Functional Objectives 

• Production: Efficient manufacturing of goods or delivery of services, meeting quality standards 
and quantity targets 

• Marketing: Effective promotion and distribution, building brand awareness and customer loyalty 
• Finance: Sound financial management, maintaining liquidity, ensuring adequate funding, 

maximizing returns 
• HR: Optimum human resource utilization, employee satisfaction, talent development 

C. Social Objectives 
• Employment generation: Creating job opportunities in the community 
• Community welfare: Contributing to community development and well-being 
• Environmental protection: Operating in environmentally sustainable ways 
• Ethical business practices: Conducting business with integrity and fairness 

D. Personal Objectives of Employees 
• Fair compensation: Adequate and equitable pay for work done 
• Job security: Reasonable assurance of continued employment 
• Recognition and status: Being valued and respected 
• Career growth: Opportunities for advancement and development 
• Work-life balance: Ability to balance professional and personal life 

Importance of Organization 
Why do we need formal organization? Why can't people just work together informally? 

Aspect Benefit 
Clarity in Work Clear definition of roles, responsibilities, and relationships prevents confusion, 

duplication, and conflict. Everyone knows what is expected of them and what 
they can expect from others. 

Specialization Division of work allows people to develop expertise in specific areas. 
Specialization leads to higher quality, faster work, and innovation. 

Coordination Structured relationships and communication channels ensure that individual 
efforts are synchronized toward common goals. Without coordination, efforts 
may work at cross-purposes. 

Efficiency Systematic processes, clear procedures, and optimal resource allocation improve 
productivity. Waste and redundancy are minimized. 
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Adaptability Well-designed organizations can respond to environmental changes more 
effectively. Flexible structures allow for adjustment without chaos. 

Growth Organization provides the framework for expansion and diversification. Without 
proper organization, growth leads to confusion and breakdown. 

Human 
Development 

Structured roles and career paths provide opportunities for learning and 
advancement. People can grow within the organization. 

Optimum Resource 
Use 

Organization ensures that all resources—human, financial, physical—are used in 
the most effective way, preventing waste. 

Types of Organization 
Organizations can be classified based on various criteria including authority relationships, structure, and 
formality. Understanding these types helps in designing appropriate structures for different situations. 
Formal vs. Informal Organization 
Every organization has two aspects: the formally designed structure and the spontaneously emerging 
informal relationships. 

Basis Formal Organization Informal Organization 
Origin Deliberately created by management 

through organizational charts, policies, 
and procedures 

Spontaneously emerges from social 
interactions among employees 

Purpose Achieve organizational goals through 
structured activities 

Satisfy social and psychological 
needs of members 

Structure Well-defined hierarchy, clear roles and 
responsibilities, documented relationships 

No defined structure; fluid and 
dynamic relationships based on 
personal connections 

Authority Based on official position in the 
hierarchy; legitimate power 

Based on personal influence, 
expertise, charisma, or friendship 

Communication Through official channels—memos, 
reports, formal meetings 

Grapevine, personal contacts, casual 
conversations 

Rules Written, explicit, formally communicated Unwritten, understood norms, peer 
pressure 

Control Through formal rules, procedures, 
rewards, and sanctions 

Through social pressure, acceptance, 
group norms 

Stability Relatively stable; changes only through 
deliberate redesign 

Dynamic; changes with relationships 
and interactions 

Examples Departments, divisions, teams, 
committees 

Friendship groups, interest groups, 
coffee-break circles 

Significance of Informal Organization: 
Far from being merely a nuisance to be eliminated, the informal organization serves important functions: 

• Fills gaps: It compensates for shortcomings in the formal structure, providing flexibility and 
adaptability that formal rules cannot. 

• Social satisfaction: It meets employees' needs for belonging, friendship, and social interaction, 
contributing to morale. 

• Influences productivity: Informal group norms can either support or undermine formal 
organizational goals. Understanding these norms is crucial for managers. 

• Faster communication: The grapevine often carries information faster than formal channels, 
though accuracy may vary. 
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• Innovation source: Informal interactions can spark creativity and new ideas that formal meetings 
might not generate. 

• Emotional support: During difficult times, informal relationships provide support that the 
formal organization cannot. 

Practical Implication: Wise managers recognize that informal organization cannot be eliminated, nor 
should it be. Instead, they seek to understand it, work with it, and align it with organizational goals where 
possible. 
Line Organization (Scalar/Military/Departmental Type) 
Definition: Line organization is the simplest and oldest form of organizational structure where authority 
flows vertically from top to bottom in a straight, unbroken line. It is also known as scalar, military, or 
departmental organization. 
Features: 

• Direct vertical relationships between superior and subordinate 
• Clear and unbroken chain of command from top to bottom 
• Unity of command strictly maintained—each person reports to only one superior 
• Line authority only—no staff specialists or advisory positions 
• Decisions made at the top and flow downward through the hierarchy 
• Simple, easily understood structure 

Structure: 
General Manager 

↓ 
Production Manager 

↓ 
Shop Supervisor 

↓ 
Workers 

Advantages: 
Advantage Explanation 
Simple and Easy Easy to establish, understand, and operate. Everyone knows who reports to 

whom. 
Quick Decisions Clear authority structure allows for fast decision-making without consultation 

delays. 
Strong Discipline Direct supervision and clear accountability ensure discipline is maintained. 
Clear Accountability Each person knows exactly who is responsible for what; no confusion about 

who is accountable. 
Economical No specialist staff positions, so administrative costs are lower. 
Unity of Command Each employee receives orders from only one superior, eliminating confusion 

and conflict. 
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Disadvantages: 
Disadvantage Explanation 
Overburdened 
Executives 

Managers must handle all functions—planning, directing, controlling—
without specialist support, leading to overload. 

Lack of Specialization Without expert advice, decisions may lack depth and quality. Generalists 
handle specialized matters. 

Rigid Structure The hierarchical chain can be inflexible, making it difficult to adapt to 
changing circumstances. 

Dictatorial Tendencies Concentration of authority can lead to autocratic management styles. 
Succession Problems Finding suitable replacements for key positions is difficult because of 

limited breadth of experience. 
Limited Growth The structure restricts expansion possibilities; beyond a certain size, it 

becomes unmanageable. 
Suitable for: 

• Small organizations with limited operations 
• Military units where clear command is essential 
• Simple, routine operations 
• Organizations with homogeneous products and stable environments 

Line and Staff Organization 
Definition: Line and staff organization combines line authority (direct command for core operations) with 
staff authority (advice and support services). This structure emerged as organizations grew larger and 
more complex, requiring specialized expertise. 
Features: 

• Line managers have authority to make decisions and give orders regarding core operations 
• Staff specialists provide expert advice, recommendations, and support services 
• Staff have no direct authority over line personnel—their influence is through expertise and 

recommendation 
• Dual channel of authority—line for command, staff for advice 
• Combines the clarity of line organization with benefits of specialization 

Line vs. Staff Functions: 
Aspect Line Staff 

Role Perform primary functions directly 
related to organizational goals 
(production, sales) 

Perform support functions that assist 
line in achieving goals (HR, legal, 
R&D, accounting) 

Authority Command authority—can make 
decisions and give orders 

Advisory authority—can recommend, 
advise, but not command 

Decision-making Makes final decisions and is responsible 
for implementation 

Provides information, analysis, and 
recommendations to aid decisions 

Accountability Directly accountable for results (profit, 
production targets) 

Indirect accountability through quality 
of advice and support 

Examples Production manager, Sales manager, 
Operations manager 

HR manager, Legal advisor, R&D 
specialist, Public relations officer 
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Advantages: 
Advantage Explanation 
Expert Advice Specialists provide high-quality inputs based on expertise, improving 

decision quality. 
Relief to Line Line managers are freed from specialized tasks to focus on core operations. 
Better Decisions Decisions are informed by expert analysis and multiple perspectives. 
Training Ground Staff positions can develop future line managers by providing broad 

organizational exposure. 
Flexibility Staff positions can be added or removed as needed without disrupting line 

structure. 
Specialized Attention Complex areas like legal, HR, and R&D receive focused attention they 

deserve. 
Disadvantages: 

Disadvantage Explanation 
Line-Staff Conflict Staff may feel their advice is ignored; line may resent staff interference. 

This is a common source of organizational conflict. 
Confusion of Authority Boundaries between line and staff authority can become unclear, leading to 

confusion. 
Increased Costs Additional salaries for specialists increase administrative costs. 
Delayed Decisions Consultation with staff can slow down decision-making. 
Staff Dependency Line may become overly dependent on staff, losing initiative. 
Communication 
Problems 

Multiple channels can lead to communication gaps and misunderstandings. 

Managing Line-Staff Relationships: 
To minimize conflict, organizations should: 

• Clearly define roles and authority boundaries 
• Ensure staff understand they are there to support, not command 
• Train line managers to effectively use staff expertise 
• Foster mutual respect and understanding 
• Create opportunities for joint problem-solving 

Functional Organization (F.W. Taylor) 
Definition: Functional organization, developed by F.W. Taylor as part of his Scientific Management, 
divides work based on specialized functions. Each function is managed by a specialist who has authority 
over that function throughout the organization. 
Features: 

• Functions are separated into specialized areas (production, marketing, finance, HR, etc.) 
• Each functional manager has authority over their specific function across the organization 
• Workers may receive instructions from multiple functional specialists 
• Based on the principle of division of labor and specialization 
• Designed to bring expert knowledge to every aspect of operations 

Taylor's Functional Foremanship: 
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Taylor specifically applied this concept to shop-floor management, proposing eight functional foremen: 
In Taylor's shop-floor system: 

• Planning Room Foremen: Order of work clerk, instruction card clerk, time and cost clerk, shop 
disciplinarian 

• Shop Floor Foremen: Gang boss, speed boss, repair boss, inspector 
Advantages: 

Advantage Explanation 
Maximum Specialization Experts handle each functional area, ensuring high-quality 

decisions and operations. 
Better Quality Specialized attention to each function improves overall quality. 
Managerial Efficiency Managers focus on areas where they have expertise, leading to 

better performance. 
Scalability Can easily expand by adding new functions or deepening existing 

ones. 
Expert Development Specialists can develop deep expertise in their domains. 

Disadvantages: 
Disadvantage Explanation 
Unity of Command 
Violated 

A worker may receive orders from multiple functional bosses, leading 
to confusion and conflicting priorities. This violates a fundamental 
management principle. 

Coordination Difficult Ensuring all functions work harmoniously together requires significant 
coordination effort. 

Conflict Among 
Managers 

Inter-functional rivalry and competition for resources are common. 

Complexity The structure is more complex to manage than simple line 
organization. 

Slow Decision-Making Multiple approvals from different functions can delay decisions. 
Responsibility 
Confusion 

When things go wrong, it may be unclear which function is 
accountable. 

Committee Organization 
Definition: Committee organization involves a group of persons formed to discuss and decide on specific 
matters, with authority delegated to the group collectively rather than to an individual. 
Nature: Committees are used when collective wisdom, diverse perspectives, or representation of different 
interests is needed. They may be temporary or permanent. 
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Types of Committees: 
Type Description Examples 
Ad-hoc Committee Temporary, formed for a specific purpose 

and dissolved after完成任务 
Crisis committee, event 
organizing committee, task force 

Standing 
Committee 

Permanent, ongoing functions specified 
in organizational rules 

Finance committee, audit 
committee, grievance committee 

Executive 
Committee 

Has decision-making authority within its 
scope 

Board executive committee, 
management committee 

Advisory 
Committee 

Provides recommendations to decision-
makers; no decision authority 

Advisory board, faculty council, 
customer advisory panel 

Line Committee Has authority over operations within its 
domain 

Production committee, 
curriculum committee 

Staff Committee Provides support and coordination Budget committee, safety 
committee 

Advantages: 
Advantage Explanation 
Group Deliberation Collective wisdom often produces better decisions than individuals alone. 

Multiple perspectives enrich discussion. 
Representation Different viewpoints and interests can be represented in decision-making. 
Coordination Committees bring together people from different departments, facilitating 

coordination. 
Motivation Participation in decisions increases commitment to implementation. 
Continuity Decisions survive changes in membership; the committee continues even if 

members change. 
Risk Distribution Responsibility is shared, reducing pressure on individuals. 
Training Junior members learn by observing experienced members. 

Disadvantages: 
Disadvantage Explanation 
Slow Decisions Discussions and deliberations take time; committees are not for urgent 

matters. 
Compromise Decisions Decisions may represent the lowest common denominator rather than 

the best solution. 
Diffused Responsibility No single person is accountable, which can lead to irresponsibility. 
Expensive Time of multiple members costs money; meetings are expensive. 
Groupthink Pressure for conformity may suppress dissenting views, leading to poor 

decisions. 
Domination A few vocal members may dominate, defeating the purpose of collective 

wisdom. 
Indecision Without clear authority, committees may fail to reach decisions. 

Making Committees Effective: 
• Clear terms of reference and authority limits 
• Appropriate size (neither too small nor too large) 
• Competent chairperson 
• Prepared agenda circulated in advance 
• Minutes recording decisions and action items 
• Balance between representation and efficiency 
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Matrix Organization 
Definition: Matrix organization is a hybrid structure that combines functional and project-based 
departments, creating dual reporting relationships. It emerged in the aerospace industry in the 1960s and 
is now common in complex, project-driven organizations. 
Features: 

• Employees report to two managers simultaneously—a functional manager and a project/product 
manager 

• Combines vertical hierarchy (functional departments) with horizontal project teams 
• Balances functional specialization with project focus and coordination 
• Project teams are formed temporarily and dissolved when projects complete 
• Creates multiple command channels 

Structure: 

 
Advantages: 

Advantage Explanation 
Improved Coordination Project managers coordinate across functions, ensuring integrated effort 

toward project goals. 
Flexibility Resources can be reallocated as project needs change. People move between 

projects as required. 
Employee Motivation Variety of assignments keeps work interesting and develops broader skills. 
Efficient Resource Use Specialists are shared across multiple projects, avoiding duplication. 
Skill Development Employees gain exposure to different areas, developing broader 

competencies. 
Customer Focus Project managers focus specifically on client needs and project outcomes. 
Balance Balances functional expertise with project requirements. 
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Disadvantages: 
Disadvantage Explanation 
Dual Command Confusion Employees may receive conflicting instructions from two bosses. 

Priorities may clash. 
Power Struggles Functional and project managers may compete for resources and 

influence. 
Increased Costs More management positions (both functional and project managers) 

increase costs. 
Complex Communication Multiple channels require sophisticated communication systems. 
Stress on Employees Serving two masters can be stressful, especially when priorities conflict. 
Slow Decision-Making Consensus between functional and project managers may be needed, 

slowing decisions. 
Role Ambiguity Unclear boundaries of authority can create confusion. 

Suitable for: 
• Large, complex projects 
• Engineering and construction firms 
• Consulting organizations 
• R&D departments 
• Organizations with multiple simultaneous projects 
• Dynamic environments requiring flexibility 

Project Organization 
Definition: Project organization is a temporary structure created specifically for a particular project. 
Resources are assigned full-time to the project team, which disbands upon project completion. 
Features: 

• Created for specific, time-bound projects with clear objectives 
• Project manager has full authority over team members 
• Team members are often drawn from different functional areas 
• Team disbands after project completion; members reassigned 
• Focused entirely on project goals 

Advantages: 
Advantage Explanation 
Clear Focus All efforts are directed entirely toward project goals with no 

distractions. 
Strong Leadership Project manager has full authority, enabling quick decisions. 
Team Cohesion Members work closely together, developing strong working 

relationships. 
Fast Decisions No functional barriers to slow down decision-making. 
Accountability Clear responsibility for results—success or failure is evident. 
Motivation Team members are committed to project success. 
Efficient Communication Within the team, communication is direct and quick. 

Disadvantages: 
Disadvantage Explanation 
Resource Duplication Resources are dedicated to one project and cannot be shared across projects, 

potentially causing inefficiency. 
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Functional Expertise 
Lost 

Specialists are removed from their functional departments, potentially losing 
connection with their professional community. 

Uncertainty Team members may worry about their future after project completion. 
High Cost Dedicated resources for each project can be expensive. 
Knowledge Loss Lessons learned may be lost when the team disbands. 
Limited Career Path No clear functional home for career development. 

Types Based on Other Criteria 
Type Description Example 

Flat Organization Few hierarchical levels; wide span of control. 
Encourages communication and flexibility. 

Startups, small firms, creative 
agencies 

Tall Organization Many hierarchical levels; narrow span of 
control. Clear career paths but slow 
communication. 

Government departments, 
military, large bureaucracies 

Centralized 
Organization 

Decision-making authority concentrated at top 
levels. Consistent decisions but slow response. 

Traditional manufacturing, 
military 

Decentralized 
Organization 

Decision-making distributed to lower levels. 
Quick response but requires capable managers. 

Multinational corporations, 
diversified companies 

Learning 
Organization 

Continuously learns and adapts; encourages 
knowledge sharing and innovation. 

Tech companies, consulting 
firms 

Boundaryless 
Organization 

No traditional structural boundaries; fluid and 
flexible. Uses networks and partnerships. 

Virtual organizations, 
network organizations 

Virtual Organization Geographically dispersed; connected by 
technology; minimal physical presence. 

Online businesses, remote 
work organizations 

Theory of Organization 
The evolution of organizational theory spans over a century, with contributions from multiple disciplines. 
Understanding this evolution helps us appreciate different perspectives on how organizations function and 
how they should be managed. 
Classical Theory (Late 19th to Early 20th Century) 
Key Focus: Efficiency, structure, rationality, and formal organization. Classical theorists believed there 
was "one best way" to organize and manage. 
A. Scientific Management Theory – Frederick Winslow Taylor (1856-1915) 
Background: Taylor observed what he called "soldiering"—workers deliberately working below their 
capacity. He sought to improve productivity through scientific methods rather than rules of thumb. 
Core Principles: 

Principle Description 
1. Science, not Rule of Thumb Scientifically study each task to determine the most efficient method, 

rather than relying on tradition or guesswork. 
2. Harmony, not Discord Create cooperation between management and workers; both should work 

together rather than in opposition. 
3. Cooperation, not 
Individualism 

Group harmony over individual effort; all work should be coordinated 
toward common goals. 

4. Development of Each 
Person 

Scientifically select, train, and develop workers rather than leaving them 
to train themselves. 
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Key Contributions: 
Contribution Description 
Time and Motion Studies Analyzing work processes to eliminate wasted movements and identify the 

most efficient way to perform tasks. Frank and Lillian Gilbreth later refined 
this. 

Differential Piece-Rate 
System 

Higher pay for higher output to motivate workers. Those meeting high 
standards were paid more per unit than those producing less. 

Functional Foremanship Workers supervised by multiple specialists, each expert in one aspect of the 
job. 

Standardization of Work Uniform methods, tools, materials, and working conditions to ensure 
consistency and efficiency. 

Mental Revolution A complete change in attitudes—both workers and management must shift 
from competition to cooperation. 

Merits: 
• Significantly increased productivity in many industries 
• Introduced systematic study of work processes 
• Improved working conditions through standardization 
• Laid foundation for industrial engineering and operations management 
• Established importance of selection and training 

Demerits: 
• Mechanistic view of workers as mere extensions of machines 
• Ignored human and social needs that influence motivation 
• Created monotony through extreme specialization 
• Led to exploitation through speed-ups and rate-busting 
• Assumed economic motivation was primary, ignoring other factors 

B. Administrative Theory – Henri Fayol (1841-1925) 
Background: Fayol, a French industrialist, focused on managerial activities and principles applicable to 
all organizations. Unlike Taylor who focused on shop-floor operations, Fayol looked at overall 
management. 
Five Elements (Functions) of Management: 

Element Description 
Planning Foreseeing the future and preparing for it. Developing a course of action to achieve 

objectives. 
Organizing Providing the resources and structure needed to execute plans. Building the 

organization's material and human structure. 
Commanding Directing people to perform their tasks. Maintaining activity among personnel. 
Coordinating Harmonizing all activities and efforts to facilitate success. Ensuring unity of action. 
Controlling Checking that everything occurs according to plan. Identifying deviations and 

correcting them. 
14 Principles of Management: 

Principle Description Implications 
1. Division of Work Specialization increases efficiency by 

focusing effort. Work should be 
divided into specialized tasks. 

Assign tasks based on expertise; 
create specialist roles. 
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2. Authority and 
Responsibility 

Authority is the right to command; 
responsibility is the obligation to 
perform. They must be balanced. 

Delegation must include appropriate 
authority; no responsibility without 
authority. 

3. Discipline Obedience, respect, and adherence to 
rules are essential. Discipline 
requires good leaders at all levels. 

Clear rules, fair enforcement, and 
proper supervision maintain 
discipline. 

4. Unity of Command One employee should receive orders 
from only one superior to avoid 
confusion and conflict. 

Establish clear reporting 
relationships; avoid multiple bosses. 

5. Unity of Direction One head and one plan for a group of 
activities with the same objective. 

All efforts should be directed toward 
common goals under one plan. 

6. Subordination of 
Individual Interest 

Organization's interests come before 
personal interests. Managers must set 
example. 

Align individual rewards with 
organizational goals; manage 
conflicts of interest. 

7. Remuneration Fair pay for work done. Should 
satisfy both employer and employee. 

Compensation should be equitable, 
motivating, and within 
organizational capacity. 

8. Centralization Degree to which authority is 
concentrated. Varies with situation. 

Balance centralization with 
decentralization based on 
circumstances. 

9. Scalar Chain Line of authority from top to bottom. 
Communication should normally 
follow this chain. 

Respect hierarchy but allow "gang 
plank" for emergency horizontal 
communication. 

10. Order Right person in the right place at the 
right time. Systematic arrangement. 

Proper placement; organized 
workplace; clear procedures. 

11. Equity Kindness and justice in treatment of 
employees. Builds loyalty and 
devotion. 

Fair treatment; consistency with 
flexibility for individual 
circumstances. 

12. Stability of Tenure Retention of personnel. Time needed 
to perform well. 

Avoid unnecessary turnover; provide 
job security; allow learning time. 

13. Initiative Freedom to conceive and execute 
plans. Motivates employees. 

Encourage ideas; allow autonomy 
within bounds; recognize initiative. 

14. Esprit de Corps Team spirit and harmony. Union is 
strength. 

Build team cohesion; encourage 
communication; avoid divide-and-
rule. 

Merits: 
• First comprehensive theory of management 
• Universal applicability across organization types 
• Practical guidelines that managers could apply 
• Recognized management as a separate discipline 

Demerits: 
• Some principles are too formal and rigid 
• Certain principles may contradict each other in practice 
• Ignores informal organization and human factors 
• Based on Fayol's experience, not systematic research 

C. Bureaucratic Theory – Max Weber (1864-1920) 
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Background: Weber, a German sociologist, described bureaucracy as an ideal organizational form for 
rational and efficient administration. He was not advocating bureaucracy but describing its characteristics 
and logic. 
Characteristics of Bureaucracy: 

Characteristic Description 
1. Hierarchical Authority Clear chain of command from top to bottom. Each lower 

office is under control of a higher one. 
2. Division of Labor Tasks divided based on specialization. Each position has 

defined duties and areas of competence. 
3. Formal Rules and Regulations Written rules govern operations, decisions, and conduct. 

Provides consistency and predictability. 
4. Impersonal Relationships Decisions based on rules and positions, not personal 

feelings or favoritism. Equality of treatment. 
5. Employment Based on Technical 
Qualifications 

Hiring based on merit, competence, and training, not 
favoritism or connections. 

6. Career Orientation Employment as a lifelong career with fixed salaries, 
pension, and promotion based on seniority and 
achievement. 

7. Official Records Written documentation of all decisions, actions, and 
procedures. Maintains institutional memory. 

Advantages of Bureaucracy: 
• Precision and speed in routine tasks 
• Consistency and uniformity in applying rules 
• Accountability through clear hierarchy 
• Merit-based selection reduces favoritism 
• Protection from arbitrary decisions through rules 
• Continuity beyond individual office holders 

Disadvantages (Dysfunctions of Bureaucracy): 
Dysfunction Description 

Red Tape Excessive rules and procedures slow down work and frustrate those seeking 
service. 

Rigidity Difficulty adapting to changing circumstances; rules become straitjackets. 
Dehumanization Treating people as cases or files rather than individuals with unique needs. 
Goal Displacement Rules become ends in themselves rather than means to goals. Following 

procedure matters more than achieving purpose. 
Slow Decision-Making Multiple approvals required at each hierarchical level delay decisions. 
Empire Building Managers seek to expand their departments to increase power and status. 
Communication 
Barriers 

Hierarchical levels distort and filter communication. 

Resistance to Change Bureaucracies tend to resist innovation and change. 
Comparison of Classical Theorists: 

Aspect Taylor Fayol Weber 
Focus Shop-floor operations Managerial functions Organizational structure 
Unit of Analysis Individual tasks Management levels Whole organization 
Key Concern Efficiency Administration Rationality 
Worker View Economic being Part of system Position holder 
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Contribution Scientific management Administrative principles Bureaucratic model 
Neo-Classical Theory (1930s–1950s) 
Key Focus: Human element, social factors, informal organization, behavioral aspects. Neo-classical 
theory emerged as a reaction to the mechanistic view of classical theory. 
A. Human Relations Theory – Elton Mayo (1880-1949) 
Background: Based on the Hawthorne Studies conducted at Western Electric Company's Hawthorne 
Works in Chicago (1924-1932). These studies, originally intended to study physical conditions' effect on 
productivity, led to unexpected discoveries about human behavior. 
Hawthorne Experiments: 

Experiment Findings 
Illumination Experiments Productivity improved regardless of whether lighting was increased or 

decreased. Something other than lighting was affecting output. 
Relay Assembly Test 
Room 

Productivity improved with various changes (rest breaks, shorter hours, 
refreshments). Workers responded to attention and feeling special. 

Interviewing Program Workers valued being heard; emotional factors influenced behavior; informal 
groups existed. Over 21,000 interviews conducted. 

Bank Wiring Observation 
Room 

Informal group norms restricted output. Workers set their own production 
standards and pressured members to conform. 

Key Conclusions: 
1. Social factors influence productivity more than physical conditions 
2. Informal groups within organizations significantly affect work behavior 
3. Employee satisfaction (feeling valued, being heard) improves performance 
4. Recognition and attention (Hawthorne Effect) motivate workers 
5. Emotional factors are important in the workplace 
6. Group norms and pressures shape individual behavior 

Hawthorne Effect: Individuals modify their behavior when they know they are being observed. This has 
important implications for research and management. 
Merits: 

• Highlighted human and social aspects previously ignored 
• Emphasized importance of communication and participation 
• Led to improved employee welfare and human relations programs 
• Foundation for organizational behavior as a discipline 
• Recognized informal organization's significance 

Demerits: 
• Overemphasized social factors at expense of economic factors 
• Lacked scientific rigor in methodology 
• Ignored union role and broader industrial relations context 
• Could be used manipulatively to increase productivity without genuine concern 
• Did not address power and conflict adequately 

B. Behavioral Science Approach 
Key Ideas: Draws from psychology, sociology, and anthropology to understand organizational behavior 
scientifically. More rigorous than early human relations. 
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Contributors and Their Contributions: 
Theorist Contribution 

Abraham Maslow Hierarchy of Needs theory—human needs arranged in levels, with higher needs 
emerging only after lower ones are satisfied. 

Douglas 
McGregor 

Theory X and Theory Y—contrasting assumptions about human nature that 
influence management style. 

Frederick 
Herzberg 

Two-Factor (Motivation-Hygiene) Theory—factors causing satisfaction differ 
from those causing dissatisfaction. 

Kurt Lewin Group Dynamics, Force Field Analysis—understanding group behavior and 
change processes. 

Chris Argyris Maturity-Immaturity Theory—organizations often treat adults as children, 
causing frustration. 

Rensis Likert Four Systems of Management—from exploitative authoritative to participative. 
Victor Vroom Expectancy Theory—motivation depends on expected outcomes and their 

value. 
J. Stacy Adams Equity Theory—people compare their inputs/outcomes with others. 

Comparison: Neo-Classical vs. Classical: 
Aspect Classical Theory Neo-Classical Theory 

Focus Structure and task People and relationships 
View of Worker Economic being motivated by 

money 
Social being motivated by relationships 
and recognition 

Motivation Economic incentives Social needs, recognition, belonging 
Organization Formal only Formal + Informal 
Communication Downward only (orders, 

instructions) 
All directions (up, down, horizontal) 

Decision-Making Top-down, centralized Participative, consultative 
View of Conflict To be avoided Can be managed and sometimes useful 

Modern Theories (1950s–Present) 
A. Systems Theory 
Key Proponents: Ludwig von Bertalanffy (General Systems Theory), Katz and Kahn (Social Systems), 
Kenneth Boulding 
Definition: An organization is a set of interrelated parts arranged in a unified whole that interacts with its 
environment. Organizations are open systems that exchange resources and information with their 
environment. 
Key Concepts: 

Concept Description 
Open System Organizations exchange resources and information with their environment. 

They are influenced by and influence their surroundings. 
Closed System Organizations that do not interact with their environment (rare in reality; 

only useful as theoretical concept). 
Inputs Resources from the environment—people, materials, money, information, 

energy. 
Transformation 
Process 

Converting inputs into outputs through organizational activities and 
processes. 

Outputs Products, services, results delivered to the environment. 
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Feedback Information about outputs that is used to adjust the system. Negative 
feedback corrects deviations; positive feedback amplifies change. 

Entropy Tendency toward decline and disorder; requires energy input to maintain 
system. 

Equifinality Multiple paths can lead to the same goal. Different organizations can 
achieve similar outcomes through different means. 

Subsystems Components within the organization (technical subsystem, social 
subsystem, managerial subsystem, etc.). 

Synergy The whole is greater than the sum of its parts. Combined effort produces 
more than individual efforts alone. 

Systems Model of Organization: 

Characteristics of Open Systems: 
• Interaction with external environment—importing inputs and exporting outputs 
• Adaptation to environmental changes for survival 
• Self-regulation through feedback mechanisms 
• Hierarchical—systems within systems (departments within organization within industry) 
• Tendency toward homeostasis (maintaining equilibrium) 
• Dynamic equilibrium—constant adjustment to maintain stability 

Advantages: 
• Provides comprehensive, holistic view of organizations 
• Highlights interdependence of parts 
• Emphasizes importance of environmental adaptation 
• Integrates various subsystems and perspectives 
• Explains organizational behavior through multiple factors 

Limitations: 
• Abstract and complex for practical application 
• Difficult to identify system boundaries clearly 
• May overemphasize stability and equilibrium 
• Provides framework rather than specific prescriptions 

B. Contingency Theory 
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Key Proponents: Tom Burns and G.M. Stalker, Paul Lawrence and Jay Lorsch, Joan Woodward, Fred 
Fiedler 
Core Principle: "There is no one best way to organize." The optimal organizational structure and 
management approach depend on situational factors. What works in one situation may fail in another. 
Key Contributions: 

Theorist Contribution 
Burns & Stalker Mechanistic vs. Organic structures based on environmental 

stability/dynamism 
Lawrence & Lorsch Differentiation and Integration based on environmental uncertainty 
Joan Woodward Structure depends on production technology (unit, mass, process) 
Fred Fiedler Leadership effectiveness depends on situational favorability 

Burns and Stalker's Findings: 

Environment Suitable 
Structure Characteristics 

Stable Mechanistic Hierarchical, rigid, formal rules, centralized, specialized tasks, 
vertical communication 

Dynamic Organic Flexible, decentralized, adaptive, less formal, network structure, 
horizontal communication 

Lawrence and Lorsch's Differentiation and Integration: 
• Differentiation: Tendency of subunits (departments) to develop specialized attributes—different 

goals, time horizons, interpersonal styles, formal structures. Higher environmental uncertainty 
requires higher differentiation. 

• Integration: Quality of coordination between subunits. Higher differentiation requires more 
sophisticated integration mechanisms to maintain unity. 

• Finding: Organizations in uncertain environments need high differentiation AND high 
integration, which is difficult to achieve. 

Woodward's Technology-Structure Relationship: 
Technology Type Suitable Structure 

Unit/Small Batch (custom products, job 
shops) 

Organic, flexible, decentralized 

Mass Production (assembly lines, large 
batches) 

Mechanistic, formalized, centralized 

Process/Continuous (chemical plants, 
refineries) 

Organic but complex; decentralized with formal 
procedures 

Advantages: 
• Practical, situational approach that matches reality 
• Recognizes environmental influence on organizations 
• Flexible and adaptive—no universal prescriptions 
• Evidence-based from empirical research 
• Helps managers diagnose situations before acting 

Limitations: 
• Can become overly complex with too many variables 
• Difficult to identify all relevant contingency factors 
• May lead to "everything depends" thinking without guidance 
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• Some contingency relationships may not be stable over time 
• Limited predictive power 

C. Chaos Theory 
Key Proponents: Edward Lorenz (meteorology), Margaret Wheatley (organizational applications) 
Core Ideas: 

• Organizations are complex, non-linear, self-organizing systems 
• Small changes can produce large, unpredictable effects (butterfly effect) 
• Organizations exist between order and chaos (the "edge of chaos") 
• Unpredictability is inherent, not due to lack of information 
• Adaptability and flexibility are crucial for survival 
• Pattern recognition matters more than prediction 
• Self-organization occurs without central direction 

Implications for Management: 
• Accept uncertainty rather than trying to eliminate it 
• Build adaptive capacity rather than rigid plans 
• Encourage experimentation and learning 
• Look for patterns rather than trying to predict specific outcomes 
• Decentralize decision-making to respond to local conditions 

D. Network Theory 
Key Ideas: 

• Organizations as networks of relationships rather than hierarchies 
• Focus on connections, ties, and social capital 
• Both formal and informal networks coexist and interact 
• Knowledge, information, and influence flow through networks 
• Network position affects power, access, and opportunities 
• Strength of weak ties (Granovetter)—distant connections provide novel information 

Types of Networks: 
• Intra-organizational networks: relationships within organization 
• Inter-organizational networks: relationships with other organizations 
• Social networks: informal relationships among people 
• Professional networks: work-related connections 

Principles of Organization 
Detailed Principles 

Principle Explanation Application 
1. Unity of Command Each employee should receive 

orders from only one superior to 
avoid confusion, conflict, and 
divided loyalty. 

Clear reporting relationships; 
organization charts showing who 
reports to whom; avoiding 
multiple bosses. 

2. Span of 
Control/Supervision 

A manager can effectively supervise 
only a limited number of 
subordinates. The optimum number 
varies with situation. 

For complex tasks: 3-7 
subordinates; for routine tasks: 
15-20. Factors include work 
complexity, subordinate 
competence, manager capability. 
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3. Scalar Chain The clear line of authority from top 
to bottom should normally be 
followed for communication. 
However, "gang plank" (direct 
horizontal communication) may be 
used in emergencies with superiors' 
knowledge. 

Communication through proper 
channels; formal reporting 
relationships; allowing direct 
contact when necessary. 

4. Authority and 
Responsibility 

Authority (right to command) must 
equal responsibility (obligation to 
perform). Delegation must be 
balanced. 

When delegating tasks, provide 
commensurate authority; no 
responsibility without authority; 
accountability for results. 

5. Delegation Managers should delegate authority 
to subordinates but retain ultimate 
responsibility. Delegation 
empowers subordinates and frees 
managers for higher-level tasks. 

Trust subordinates; provide 
necessary resources; clarify 
expectations; monitor progress; 
avoid micromanagement. 

6. Centralization vs. 
Decentralization 

Decision-making authority may be 
concentrated (centralized) or 
distributed (decentralized). Balance 
based on size, complexity, 
environment, and management 
philosophy. 

Centralize for consistency and 
control; decentralize for speed 
and adaptability. Find appropriate 
balance. 

7. Departmentalization Grouping activities into 
departments based on function, 
product, geography, customer, or 
process. Choose basis most suitable 
for coordination and goal 
achievement. 

Functional (marketing, finance), 
divisional (product A, product B), 
matrix, or hybrid structures. 

8. Coordination Synchronizing efforts of different 
units toward common goals. 
Essential for unity of action. 

Communication channels, liaison 
roles, committees, project teams, 
integrating mechanisms. 

9. Flexibility Structure should adapt to changing 
circumstances. Rigidity leads to 
obsolescence. 

Regular review of structure; 
provision for reorganization; 
adaptable procedures. 

10. Simplicity Structure should be as simple as 
possible for clarity and efficiency. 
Unnecessary complexity confuses 
and wastes. 

Clear roles; minimal hierarchy; 
straightforward procedures; avoid 
duplication. 

11. Balance Balance between different units and 
functions. No department should be 
overemphasized at expense of 
others. 

Equitable resource allocation; 
balanced attention to all 
functions; avoiding empire 
building. 

12. Exception Principle Routine matters should be handled 
by subordinates through standard 
procedures; only exceptions 
(unusual problems, significant 
deviations) should be referred 
upward. 

Management by exception; 
delegation of routine decisions; 
focus managerial attention on 
strategic issues. 
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Factors Influencing Span of Control 
Factor Effect on Span 

Nature of Work Complex, non-routine work → Narrow span; Simple, routine work → 
Wide span 

Subordinate Competence Competent, experienced workers → Wide span; Inexperienced 
workers → Narrow span 

Manager Capability Skilled, experienced manager → Wide span; Novice manager → 
Narrow span 

Degree of Delegation More delegation → Wide span; Less delegation → Narrow span 
Technology Use Advanced technology supporting work → Wide span; Manual systems 

→ Narrow span 
Stability of Operations Stable, predictable operations → Wide span; Dynamic, changing 

operations → Narrow span 
Geographic Dispersion Dispersed locations → Narrow span; Concentrated locations → Wide 

span 
Clarity of Plans and Roles Clear plans and defined roles → Wide span; Ambiguous plans → 

Narrow span 
Interaction Requirements High coordination needs → Narrow span; Independent work → Wide 

span 
Graicunas' Formula: 
V.A. Graicunas developed a formula showing that as the number of subordinates increases arithmetically, 
the number of relationships increases geometrically. 
C = n(2ⁿ/2 + n - 1) 
Where: 

• C = number of relationships 
• n = number of subordinates 

Example: 
• With 2 subordinates: 6 relationships 
• With 3 subordinates: 18 relationships 
• With 4 subordinates: 44 relationships 
• With 5 subordinates: 100 relationships 
• With 6 subordinates: 222 relationships 

This demonstrates why span of control cannot be too large—the complexity of managing relationships 
quickly becomes overwhelming. 

Organization of Federal and Provincial Governments (Pakistan 
Context) 
Constitutional Framework 
The Constitution of Pakistan (1973) establishes a federal parliamentary system with clear distribution of 
powers between the Federal Government and Provincial Governments. 
Part V of the Constitution (Articles 90-140) deals with relations between Federation and Provinces. The 
Constitution provides for: 

• Federal form of government with provinces as units 
• Parliamentary system at both federal and provincial levels 
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• Clear division of powers between federation and provinces 
• Principles of policy for both levels 

Federal Government Structure 
A. Legislature (Majlis-e-Shoora) 

House Composition Role 
National 
Assembly 

336 members total—266 general seats 
(directly elected), 60 reserved for 
women, 10 reserved for non-Muslims. 
Elected for 5-year term. 

Lower house; money bills originate here; 
exercises control over executive through 
questions, debates, committees; confidence in 
government. 

Senate 96 members—equal representation from 
each province (23 each), plus seats for 
FATA and Federal Capital. Indirectly 
elected by provincial assemblies. 6-year 
term with staggered elections. 

Upper house; reviews legislation passed by 
National Assembly; represents provincial 
interests; ensures continuity. 

B. Executive 
Position Role 

President Head of State (ceremonial); elected by electoral college (members of 
Parliament and Provincial Assemblies). Must be Muslim, at least 45 years old. 

Prime Minister Chief Executive; leader of majority party in National Assembly; exercises 
executive authority. 

Federal Cabinet Ministers heading ministries; collectively responsible to Parliament. Includes 
Federal Ministers, Ministers of State, and Advisers. 

Federal Ministers Political heads of ministries; responsible for policy formulation and direction. 
Ministries/Divisions Administrative units headed by Secretaries (civil servants). Each ministry 

may have several divisions. 
Attached Departments Executive agencies under ministries that implement policies and deliver 

services (e.g., Directorate General of Immigration). 
Autonomous Bodies Independent organizations with operational autonomy (e.g., Higher Education 

Commission, PEMRA). 
C. Judiciary 

Court Jurisdiction 
Supreme Court of 
Pakistan 

Highest appellate court; original jurisdiction in inter-governmental disputes 
between federal and provincial governments or among provinces; advisory 
jurisdiction on questions of law. 

Federal Shariat 
Court 

Examines laws for repugnancy to Islam; hears appeals in Hudood cases. 

High Courts Provincial level appellate courts (Lahore High Court, Sindh High Court, 
Peshawar High Court, Balochistan High Court, Islamabad High Court). 
Superintendence over subordinate courts. 

Subordinate Courts District and session courts, civil judges, magistrates at district level. 
D. Civil Service Structure 

Level Components 
Secretariat Ministries and divisions headed by Secretaries (highest-ranking civil servants). 

Responsible for policy advice and administration. 
Attached 
Departments 

Executive agencies under ministries (e.g., Directorate General of Immigration, 
Department of Tourist Services). 



  MK PREPARATIONS  

 

P a g e  27 | 77 

 

  

1
6

. 
H

u
m

a
n

 R
e

so
u

rce
 a

n
d

 F
in

a
n

cia
l M

a
n

a
g

e
m

e
n

t 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

Subordinate Offices Field formations at divisional and district levels. 
Autonomous/Semi-
Autonomous Bodies 

Corporations, authorities with operational independence (e.g., WAPDA, PIA, 
OGDC). 

Provincial Government Structure 
A. Legislature 

• Provincial Assembly: Members elected directly from territorial constituencies 
• Duration: 5 years (unless dissolved earlier) 
• Functions: Legislation on provincial subjects, approval of provincial budget, oversight of 

provincial government 
• Strength varies by province (Punjab: 371, Sindh: 168, KPK: 145, Balochistan: 65) 

B. Executive 
Position Role 

Governor Appointed by President on advice of Prime Minister; nominal head of province; 
ceremonial role except in certain constitutional functions. 

Chief Minister Chief executive of province; leader of majority party in Provincial Assembly; 
exercises real executive authority. 

Provincial Cabinet Provincial Ministers heading departments; collectively responsible to Provincial 
Assembly. 

Chief Secretary Head of provincial civil service; highest administrative officer; coordinates all 
provincial departments. 

Provincial Secretariat Administrative departments headed by Secretaries (e.g., School Education 
Department, Health Department). 

District 
Administration 

Deputy Commissioner (head of district administration) and Commissioner 
(oversees divisions of districts). 

Distribution of Powers 
Federal Legislative List (Schedule 4, Part I): Subjects under exclusive federal jurisdiction 

• Defence, Armed Forces, Defence industries 
• Foreign Affairs, Diplomatic representation 
• Citizenship, Naturalization, Aliens 
• Currency, Coinage, Banking, Insurance 
• Inter-provincial coordination 
• National planning and coordination 
• Nuclear energy 
• Census 
• Railways, National highways 
• Posts and Telegraphs, Telephones 
• Supreme Court, Federal Public Service Commission 

Provincial Legislative List (Schedule 4, Part II): Subjects under exclusive provincial jurisdiction 
• Education (after 18th Amendment) 
• Health 
• Agriculture 
• Local Government 
• Law and Order (Police) 
• Land and Land revenue 
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• Irrigation 
• Fisheries 
• Forests 
• Social Welfare 
• Sports and Culture 
• Public health 
• Libraries and museums 

Concurrent Legislative List: Subjects under both federal and provincial jurisdiction (now abolished by 
18th Amendment; previously included criminal law, social planning, etc.) 
18th Amendment (2010) Impact 

Change Implication 
Abolition of Concurrent List Subjects previously in Concurrent List (including education) were 

devolved exclusively to provinces. 
Increased Provincial 
Autonomy 

Provinces gained legislative and administrative authority over 
more subjects. 

Article 25-A Right to free and compulsory education for children aged 5-16 
years became fundamental right. 

Weakened Federal Role Federal role in devolved subjects reduced to coordination, policy 
guidance, and international commitments. 

Renaming of NWFP North-West Frontier Province renamed Khyber Pakhtunkhwa 
(KPK). 

Enhanced Provincial Share in 
NFC 

Provincial share in national resources increased. 

Key Administrative Institutions 
Institution Function 

Establishment Division Human resource arm of federal government; cadre management of 
civil service; policy on recruitment, training, posting, promotion. 

FPSC (Federal Public Service 
Commission) 

Constitutional body responsible for recruitment to federal civil 
services; conducts competitive examinations. 

Provincial Public Service 
Commissions 

Recruitment for provincial services in each province. 

High Courts Provincial judicial bodies with appellate jurisdiction. 
National Accountability 
Bureau (NAB) 

Anti-corruption agency (functions and jurisdiction modified by 
amendments). 

Federal Ombudsman (Wafaqi 
Mohtasib) 

Redresses grievances of citizens against federal government 
agencies; alternative to court litigation. 

Provincial Ombudsman 
(Mohtasib) 

Provincial-level grievance redressal. 

Public Sector Enterprises 
Meaning and Definition 
Definition: Public Sector Enterprises (PSEs) are organizations owned and controlled by the government, 
established to provide public services and contribute to socio-economic development. They operate in 
commercial or industrial activities but are accountable to the government. 
Also Known As: 
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• Public Sector Undertakings (PSUs) 
• State-Owned Enterprises (SOEs) 
• Government Business Enterprises (GBEs) 
• Public Enterprises 

Rationale for Public Sector Enterprises 
Why does government need to own and operate businesses? The rationale includes: 

Reason Explanation 
Strategic Industries Industries like defence, atomic energy are too sensitive for private 

ownership; government must control them. 
Natural Monopolies Sectors like railways, utilities (electricity, water) are best managed publicly 

to prevent private monopoly exploitation. 
Capital Intensive Projects Large infrastructure projects (dams, power plants) require massive 

investment that private sector may not undertake. 
Regional Balance Promote industrial development in backward areas where private sector 

may not invest due to low returns. 
Employment Generation Create jobs, especially in areas with limited private sector employment. 
Self-Reliance Reduce dependence on foreign countries for essential goods and services. 
Control of Economic 
Power 

Prevent concentration of economic power in few private hands. 

Social Objectives Provide essential services at affordable prices, even at cost of profits. 
Infrastructure 
Development 

Build infrastructure essential for economic growth. 

Export Promotion Earn foreign exchange through exports. 
Import Substitution Reduce imports by producing domestically. 

Forms of Public Sector Enterprises 
A. Departmental Undertaking 
Features: 

• Established under specific ministries as part of government departments 
• Managed by government departments like any other government function 
• No separate legal identity; part of government 
• Financed through annual budget allocations from government treasury 
• Revenues go directly to government treasury 
• Staff are civil servants governed by government service rules 
• Subject to same budgetary, audit, and parliamentary controls as other departments 

Examples in Pakistan: 
• Pakistan Railways 
• Pakistan Post Office 
• Defence production establishments 
• Government printing presses 

Advantages: 
Advantage Explanation 

Direct Parliamentary 
Control 

Subject to same oversight as other government departments; 
accountable to Parliament. 
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High Public Accountability Operations and finances subject to public scrutiny through 
parliamentary committees. 

Revenue Source Profits (if any) directly add to government revenue. 
Suitable for Strategic 
Functions 

National security and strategic functions kept under direct government 
control. 

Uniformity Consistent with other government operations. 
No Special Legislation 
Required 

Can be established through executive order. 

Disadvantages: 
Disadvantage Explanation 

Red Tape and Bureaucratic 
Delays 

Government procedures slow down operations; decisions require 
multiple approvals. 

Lack of Flexibility Cannot respond quickly to market changes; bound by government 
rules. 

Political Interference Decisions influenced by political considerations rather than business 
logic. 

No Motivation for 
Efficiency 

No profit motive; losses covered by government; no competition. 

Rigid Recruitment and 
Compensation 

Civil service rules may not attract or retain business talent. 

Excessive Emphasis on 
Rules 

Following procedures matters more than achieving results. 

B. Statutory Corporation (Public Corporation) 
Features: 

• Created by Special Act of Parliament or Provincial Assembly 
• Separate legal entity with independent existence (can sue and be sued in its own name) 
• Wholly owned by government 
• Independent financial structure; can retain revenues 
• Employees are corporation employees, not civil servants 
• Managed by Board of Directors appointed by government 
• Operational autonomy within Act's provisions 
• Annual reports submitted to Parliament 

Examples in Pakistan: 
• WAPDA (Water and Power Development Authority) 
• PIA (Pakistan International Airlines) 
• OGDC (Oil and Gas Development Company) 
• State Bank of Pakistan 
• Karachi Port Trust 

Advantages: 
Advantage Explanation 

Operational Autonomy Freedom from day-to-day government interference in operations. 
Flexibility in 
Management 

Can design its own organizational structure, procedures, and policies. 
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Combines Public 
Ownership with Business 
Efficiency 

Public ownership ensures public interest; operational autonomy enables 
business-like functioning. 

Protected Public Interest Government ownership ensures service to public, not just profit. 
Freedom from Budget 
Constraints 

Not dependent on annual budget allocations; can retain and reinvest 
earnings. 

Professional Management 
Possible 

Can hire managers from market with appropriate compensation. 

Separate Legal Identity Can enter contracts, own property, sue and be sued independently. 
Disadvantages: 

Disadvantage Explanation 
Government Interference Despite intended autonomy, ministries often interfere through approval 

requirements. 
Bureaucratic Mentality May still operate like government departments despite legal autonomy. 
Corruption Risks Less direct oversight than departments; more financial discretion. 
Less Accountability Not subject to same detailed parliamentary scrutiny as departments. 
No Parliamentary 
Scrutiny of Day-to-Day 
Operations 

Annual reports provide limited oversight. 

Political Appointments Boards may be appointed on political basis rather than competence. 
C. Government Company 
Features: 

• Registered under Companies Act (2017 in Pakistan) like any private company 
• Government holds at least 51% shares (majority ownership) 
• Separate legal entity with independent existence 
• Can sue and be sued in its own name 
• Managed by Board of Directors (elected by shareholders according to shareholding) 
• Follows company law procedures (memorandum, articles, annual general meetings, etc.) 
• Can have private shareholders (up to 49% shares) 
• Employees are company employees under company service rules 

Types: 
• Government Company: Government holds 51% or more shares 
• Government-Owned Company: Government holds 100% shares 
• Subsidiary Company: Majority shares held by another government company 

Examples in Pakistan: 
• Pakistan Petroleum Limited (PPL) 
• Pakistan State Oil (PSO) 
• National Bank of Pakistan (NBP) 
• Oil and Gas Development Company (OGDC) 
• Pakistan Telecommunication Company Limited (PTCL) - before privatization 

Advantages: 
Advantage Explanation 

No Special Act Required Can be established under company law without parliamentary legislation. 
Operational 
Independence 

Governed by company law and board decisions, not government rules. 
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Professional 
Management 

Can hire professional managers with market-based compensation. 

Can Raise Funds from 
Market 

Can issue shares, bonds, raise capital from financial markets. 

Flexible Decision-
Making 

Quick decisions without bureaucratic approvals. 

Subject to Company 
Law 

Governed by commercial law, not government procedures. 

Can Have Private 
Partners 

Can bring private sector expertise and capital through minority 
shareholding. 

Disadvantages: 
Disadvantage Explanation 

Government Control 
through Majority 

Despite company form, government as majority shareholder can control 
decisions. 

Limited Public 
Accountability 

Not subject to same parliamentary oversight as departments or corporations. 

May Prioritize 
Government Interests 

May be directed to serve government objectives over commercial ones. 

Political Patronage Appointments may be politically influenced. 
Less Transparency Not subject to same public scrutiny as other forms. 

Comparison of PSE Forms 
Feature Departmental Statutory Corporation Government 

Company 
Establishment Executive order Special Act of Parliament Companies Act 
Legal Status Part of government Separate entity Separate entity 
Funding Budget allocations Own resources + budget Share capital + market 
Staff Status Civil servants Corporation employees Company employees 
Autonomy Very low Moderate High 
Accountability To Parliament 

directly 
To ministry, annual report to 
Parliament 

To shareholders/Board 

Flexibility Very low Moderate High 
Examples Railways, Post PIA, WAPDA PSO, NBP, PPL 

Merits and Demerits of Public Enterprises 
Merits: 

Merit Explanation 
1. Serve Public Interest Focus on service to citizens, not just profit maximization. Provide 

essential services at affordable prices. 
2. Generate Employment Large-scale job creation, especially in areas with limited private sector 

employment. 
3. Develop Infrastructure Build roads, power plants, communication networks essential for 

economic development. 
4. Promote Regional 
Balance 

Establish industries in backward areas to reduce regional disparities. 

5. Prevent Private 
Monopolies 

Government control prevents private exploitation of monopoly power. 
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6. Earn Revenue Profits add to government income; dividends from PSEs contribute to 
budget. 

7. Strategic Control Essential industries remain under national control, ensuring security. 
8. Export Promotion Generate foreign exchange through exports. 
9. Import Substitution Reduce dependence on imports by producing domestically. 
10. Research and 
Development 

Fund long-term research that private sector may not undertake. 

Demerits: 
Demerit Explanation 

1. Inefficiency No profit motive and no competition lead to slackness and waste. 
2. Low Productivity Overstaffing (excess employees) and poor work culture reduce 

productivity. 
3. Political Interference Decisions influenced by political considerations rather than business 

logic. 
4. Bureaucratic Delays Red tape slows operations and decision-making. 
5. Financial Losses Many PSEs run at loss, requiring government subsidies from taxpayer 

money. 
6. Lack of Competition Monopoly leads to poor service quality and customer dissatisfaction. 
7. Overstaffing Political appointments and patronage increase costs unnecessarily. 
8. Corruption Less transparency than private sector; opportunities for misuse of funds. 
9. Obsolete Technology Slow to upgrade technology due to budget constraints and bureaucratic 

processes. 
10. Poor Customer 
Service 

No competition means no incentive to serve customers well. 

11. Political Exploitation Used for political patronage through jobs and contracts. 
12. Budget Burden Losses drain government resources that could be used for development. 

Approaches to Human Resource Management 
Evolution of HRM Approaches 

Era Approach Key Features 
Pre-Industrial Paternalistic Master-servant relationship; personal loyalty; informal 

arrangements. 
Late 19th Century Welfare Approach Basic amenities provided; welfare officers appointed; 

concern for worker well-being. 
Early 20th 
Century 

Scientific 
Management 

Efficiency focus; task specialization; time and motion 
studies; incentive pay. 

1920s-1930s Bureaucratic 
Approach 

Rules, procedures, uniformity; formal personnel policies; 
record-keeping. 

1930s-1950s Human Relations Social needs; informal groups; communication; 
Hawthorne Studies influence. 

1950s-1970s Behavioral Science Psychology, motivation theories; group dynamics; 
participative management. 

1970s-1980s Systems Approach Integrated view; HR as subsystem; interaction with 
environment. 

1980s-1990s Strategic HRM Alignment with business strategy; HR as competitive 
advantage. 
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2000s-Present Talent Management Competency-based; HR analytics; employee engagement; 
employer branding. 

Detailed Approaches 
A. Traditional Approach (Pre-1930s) 
Characteristics: 

• Personnel management seen as administrative function, not strategic 
• Reactive rather than proactive—responding to problems as they arise 
• Employees viewed as cost to be minimized, not asset to be developed 
• Focus on record-keeping, compliance with rules, and routine administration 
• Centralized decision-making in personnel department 
• Adversarial industrial relations—management vs. workers 
• Limited scope—hiring, firing, payroll, basic record maintenance 

Limitations: 
• Ignored employee motivation and satisfaction 
• No strategic input to organizational decisions 
• Low status in organization; personnel managers not part of top management 
• Viewed employees as interchangeable parts 
• Failed to utilize human potential 

B. Behavioral Approach (1950s-1970s) 
Key Ideas: 

• Draws from psychology, sociology, anthropology to understand behavior 
• Focuses on individual and group behavior in organizations 
• Emphasizes motivation, leadership, communication, group dynamics 
• Recognizes individual differences—people are not all alike 
• Scientific study of behavior to improve effectiveness 

Key Contributors: 
Contributor Contribution 

Abraham Maslow Hierarchy of Needs—people motivated by hierarchy of needs from basic 
physiological to self-actualization. 

Frederick 
Herzberg 

Two-Factor Theory—satisfaction and dissatisfaction caused by different factors; 
motivators vs. hygiene factors. 

Douglas McGregor Theory X and Theory Y—contrasting assumptions about human nature that 
shape management style. 

Rensis Likert Four Systems of Management—from exploitative authoritative to participative; 
participative most effective. 

Chris Argyris Maturity-Immaturity Theory—organizations often treat adults as children, 
causing frustration and conflict. 

Kurt Lewin Group Dynamics—understanding how groups behave; force field analysis for 
change. 

C. Human Relations Approach (1930s-1950s) 
Key Ideas: 

• Emerged from Hawthorne Studies findings 
• Employees motivated by social needs, not just economic incentives 
• Importance of informal groups in shaping behavior 
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• Communication and participation improve morale and productivity 
• Supervisory style matters—supportive supervision is effective 
• Feeling valued and recognized motivates workers 

Implications for HRM: 
• Counseling and grievance handling programs 
• Team building and group activities 
• Participative decision-making approaches 
• Employee recognition programs 
• Attention to work environment and relationships 
• Supervisory training in human relations skills 

D. Scientific Management Approach 
Key Ideas: 

• Taylor's principles of scientific management 
• Task specialization and division of labor 
• Incentive-based pay linking reward to output 
• Time and motion studies to find "one best way" 
• Worker viewed as economic being motivated by money 
• Separation of planning (management) from doing (workers) 

HR Implications: 
• Job design based on efficiency principles 
• Training in standard methods 
• Performance-based pay (piece rates, differential rates) 
• Selection based on aptitude for specific tasks 
• Clear work instructions and procedures 

E. Systems Approach (1970s-1980s) 
Key Ideas: 

• HRM viewed as part of larger organizational system 
• Interdependence with other organizational functions 
• Input-process-output model for understanding HR activities 
• Feedback loops for continuous improvement 
• Interaction with external environment (labor markets, laws, society) 

HR Implications: 
• HR policies aligned with other organizational functions 
• HRIS (Human Resource Information Systems) development 
• Systematic approach to all HR functions 
• Environmental scanning for HR trends and changes 
• Recognition of multiple factors affecting HR outcomes 

F. Strategic HRM Approach (1980s-Present) 
Definition: Strategic Human Resource Management (SHRM) is the pattern of planned human resource 
deployments and activities intended to enable an organization to achieve its goals. 
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Key Features: 
Feature Description 

Vertical 
Integration 

Alignment of HR strategy with business strategy. HR policies support organizational 
objectives. 

Horizontal 
Integration 

Consistency among HR practices—recruitment, training, appraisal, compensation all 
work together. 

Long-Term 
Focus 

Future-oriented planning rather than just reacting to immediate needs. 

Competitive 
Advantage 

HR seen as source of sustained competitive advantage through unique human capital. 

Proactive Anticipating and shaping future rather than just responding. 
HR as 
Strategic 
Partner 

HR at top management table, involved in strategic decisions. 

Models of SHRM: 
Model Proponent Description 

Matching Model Fombrun, Tichy, 
Devanna 

HR strategy should match organizational strategy. 
Different strategies require different HR approaches. 

Harvard 
Framework 

Beer et al. Multiple stakeholders (shareholders, employees, 
government, society); broader view than just management 
interests. 

Guest Model David Guest HR practices lead to HR outcomes (commitment, quality, 
flexibility) which lead to performance outcomes. 

Warwick Model Hendry & Pettigrew Context (internal and external) influences HR strategy; 
dynamic model recognizing change. 

Resource-Based 
View 

Barney Internal resources (human capital) can provide competitive 
advantage if valuable, rare, inimitable, non-substitutable 
(VRIN). 

G. Resource-Based View (RBV) 
Core Idea: Organizations gain competitive advantage through unique, valuable, and difficult-to-imitate 
resources. Human resources—the knowledge, skills, abilities, and behaviors of employees—can be such a 
resource. 
VRIN Criteria (Barney): 

Criterion Description 
Valuable Human resources contribute to organizational efficiency and effectiveness, enabling 

exploitation of opportunities or neutralization of threats. 
Rare The skills, capabilities, or culture are not commonly available among competitors. 
Inimitable Competitors cannot easily copy or replicate the human resource advantage. This 

may be due to unique history, causal ambiguity (cannot identify what causes 
advantage), or social complexity. 

Non-
substitutable 

The human resource advantage cannot be replaced by another resource (like 
technology). 

Human Capital as Strategic Asset: 
• Knowledge, skills, abilities of employees that are unique and valuable 
• Organizational culture that is difficult to copy 
• Tacit knowledge embedded in people and relationships 
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• Social capital—networks and relationships within and outside organization 
• Employee commitment and engagement that competitors cannot duplicate 

Comparison: Traditional HRM vs. Strategic HRM 
Aspect Traditional HRM Strategic HRM 

Focus Administration, compliance, 
transactions 

Strategy, competitive advantage, value 
creation 

Time Horizon Short-term, immediate needs Long-term, future-oriented 
Role Support function, reactive Strategic partner, proactive 
Planning Reactive—responding to problems Proactive—anticipating and shaping 
View of Employees Cost to be minimized Asset to be developed 
Key Metrics Efficiency (cost per hire, time to 

fill) 
Effectiveness (value added, strategic 
contribution) 

Decision-Making Centralized in HR department Decentralized with line management 
involvement 

Integration Isolated from business strategy Integrated with business strategy 
Primary Concern Doing things right (process) Doing the right things (outcomes) 

Personnel Administration: Meaning, Scope and Functions 
Meaning of Personnel Administration 
Definition: Personnel administration is the management of employees within an organization, focusing 
on the administrative and operational aspects of hiring, training, compensating, and maintaining the 
workforce. It is the traditional, more administrative side of managing people. 
Also Known As: Traditional Personnel Management, Personnel Management 
Expert Definitions: 

Expert Definition 
Edwin 
Flippo 

"Personnel management is the planning, organizing, directing, and controlling of the 
procurement, development, compensation, integration, maintenance and separation of 
human resources." 

Dale Yoder "Personnel management is that part of management function which is primarily concerned 
with human relationships within an organization." 

Michael 
Jucius 

"Personnel management is that field of management which deals with planning, 
organizing, directing and controlling the functions of procuring, developing, maintaining 
and utilizing a labor force." 

Nature of Personnel Administration 
Characteristic Description 

Employee-Centric Focuses on people and their needs, welfare, and development within the 
organization. 

Multidisciplinary Draws from psychology, sociology, law, economics, and other fields. 
Continuous Process Ongoing throughout organization's existence, not one-time activity. 
Pervasive Present in all organizations and at all levels of management. 
Goal-Oriented Aims to achieve organizational objectives through effective people management. 
Dynamic Adapts to changes in environment—technology, laws, workforce expectations. 
Fundamental 
Management 
Function 

Essential for all managers, not just HR specialists. 

Developmental Aims to develop employee potential, not just utilize current capabilities. 
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Scope of Personnel Administration 
A. Personnel Functions 

Functional Area Components 
Manpower Planning Forecasting human resource requirements; job analysis; job design; succession 

planning. 
Recruitment and 
Selection 

Sourcing candidates; screening applications; testing; interviewing; hiring 
decisions. 

Training and 
Development 

Identifying training needs; designing programs; implementing training; 
evaluating effectiveness. 

Performance Appraisal Evaluating employee performance; providing feedback; performance 
counseling. 

Compensation 
Administration 

Wage and salary determination; incentives; benefits; allowances. 

Promotion and Transfer Career progression decisions; job rotation; internal mobility. 
Employee Welfare Health services; safety programs; amenities; recreational facilities. 
Industrial Relations Union management relations; collective bargaining; dispute resolution. 
Grievance Handling Complaint resolution procedures; disciplinary actions. 
Discipline Establishing rules; maintaining order; enforcing standards. 
Records and Statistics Maintaining employee data; HR metrics; reports. 
Research and Audit Evaluating personnel practices; HR effectiveness studies. 

B. Personnel Activities by Level 
Level Focus 
Strategic Level Policy formulation, long-term planning, HR strategy, organizational design (Top 

Management) 
Tactical Level Program design, resource allocation, implementation planning, coordination 

(Middle Management) 
Operational Level Day-to-day administration, record-keeping, employee support, transaction 

processing (Lower Management) 
Functions of Personnel Administration 
A. Managerial Functions 

Function Description 
Planning Determining personnel policies, programs, and strategies. Forecasting needs, setting 

objectives, developing plans. 
Organizing Creating structure for personnel function. Defining roles, responsibilities, and 

relationships within HR. 
Directing Guiding and motivating employees. Leading, communicating, supervising personnel 

activities. 
Controlling Monitoring performance against plans. Taking corrective action when needed. Evaluating 

outcomes. 
B. Operative Functions 

Function Description 
Procurement Activities related to obtaining the right kind and number of people: recruitment, 

selection, placement, induction. 
Development Activities to enhance employee capabilities: training, career planning, performance 

appraisal, management development. 
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Compensation Activities related to rewarding employees: job evaluation, wage and salary 
administration, incentives, benefits. 

Integration Activities to build harmonious relationships: employee relations, collective bargaining, 
grievance handling, communication. 

Maintenance Activities to retain employees and ensure well-being: health and safety, welfare 
services, retention programs. 

Separation Activities related to employee exit: retirement, resignation, termination, layoffs, exit 
interviews. 

Personnel Administration vs. HRM 
Aspect Personnel Administration Human Resource Management 
Focus Administrative tasks, compliance, 

transactions 
Strategic alignment, performance, 
value creation 

Approach Reactive, rule-based, following 
procedures 

Proactive, value-based, flexible 

View of Employees Cost to be minimized Asset to be developed 
Primary Concern Employee welfare, record-keeping Competitive advantage through people 
Time Horizon Short-term, immediate needs Long-term, future-oriented 
Decision-Making Centralized in personnel department Decentralized with line management 

involvement 
Management Role Transactional (processing paperwork) Transformational (developing 

potential) 
Communication Top-down, formal channels All directions, open communication 
Labor Relations Collective, often adversarial Individual, cooperative where possible 
Organization Separate department handling all Integrated throughout organization 

Importance of Personnel Administration 
Importance Explanation 
Optimum Utilization Ensures best use of human resources by matching people with appropriate 

jobs. 
Employee Satisfaction Fair treatment, good policies, and welfare measures improve morale and 

satisfaction. 
Industrial Peace Good employee relations prevent conflicts, strikes, and disputes. 
Higher Productivity Motivated and satisfied employees perform better and produce more. 
Reduced Turnover Good policies and treatment encourage employees to stay, reducing costly 

turnover. 
Legal Compliance Ensures adherence to labor laws, preventing legal problems and penalties. 
Organizational 
Development 

Continuous improvement through training and development programs. 

Social Responsibility Ethical treatment of employees fulfills social obligations. 
Tools of Personnel Management 
Selection 
Definition: Selection is the process of choosing the most suitable candidate from among the applicants 
for a position. It involves multiple steps to assess candidates' suitability and predict their future 
performance. 
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A. Selection Process (Detailed Steps) 
Step Description Purpose 

1. Preliminary 
Interview 

Initial screening to check basic 
eligibility—age, education, experience, 
appearance. Brief interaction. 

Eliminate obviously unqualified 
applicants quickly and cheaply. 

2. Application 
Blank 

Formal application form collecting 
standardized information: personal 
details, education, work experience, 
skills, references. 

Gather consistent information from all 
candidates for comparison. 

3. Selection Tests Various tests to assess different aspects: 
aptitude, achievement, intelligence, 
personality, interests, skills. 

Objectively measure candidate qualities 
beyond what application reveals. 

4. Employment 
Interview 

Face-to-face interaction between 
candidate and interviewer(s). Assess 
communication, personality, motivation, 
fit. 

Deeper assessment; clarify information; 
mutual evaluation. 

5. Reference 
Checks 

Contact previous employers, educational 
institutions, listed references. Verify 
information provided. 

Verify claims, gather additional insights 
about candidate's past performance. 

6. Medical 
Examination 

Physical fitness check to ensure 
candidate can meet job requirements. 

Ensure fitness for job; identify any health 
issues needing accommodation. 

7. Final Approval Decision by appropriate authority (hiring 
manager, committee). Formal job offer. 

Make final selection decision and extend 
offer. 

8. Placement Assigning selected candidate to specific 
job and position. Orientation to 
organization. 

Integrate new employee into 
organization. 

B. Types of Selection Tests 
Test Type Description Examples 

Aptitude Tests Measure potential to learn skills and 
perform future tasks. Assess innate ability 
rather than existing knowledge. 

Numerical reasoning, verbal reasoning, 
abstract reasoning, mechanical 
aptitude. 

Achievement 
Tests 

Measure existing knowledge and skills. 
Assess what candidate already knows or can 
do. 

Typing test, programming test, 
accounting test, language proficiency 
test. 

Intelligence 
Tests 

Measure general mental ability—reasoning, 
comprehension, judgment, problem-solving. 

IQ tests, general mental ability tests. 

Personality 
Tests 

Assess personality traits, characteristics, and 
behavioral tendencies. Predict fit with job 
and organization. 

MBTI (Myers-Briggs), Big Five, 16PF. 

Interest Tests Measure vocational interests—what kind of 
work candidate prefers. 

Strong Interest Inventory, Holland 
Codes. 

Situational Tests Assess reactions to work situations. 
Simulate job challenges. 

Role-play exercises, in-basket 
exercises, case analysis. 

Assessment 
Centers 

Multiple exercises (group discussions, 
presentations, simulations) with multiple 
assessors evaluating multiple candidates 
over time. 

Used for managerial and supervisory 
positions; comprehensive assessment. 
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C. Types of Interviews 
Type Description 
Structured Interview Predetermined questions asked in same order to all candidates. Standardized 

format increases reliability and comparability. 
Unstructured 
Interview 

Open-ended, conversational. Interviewer explores topics as they arise. 
Flexible but less reliable. 

Panel Interview Multiple interviewers question candidate together. Provides multiple 
perspectives; reduces individual bias. 

One-to-One 
Interview 

Single interviewer meets candidate. More comfortable but potentially more 
subjective. 

Stress Interview Designed to test reactions under pressure. Interviewer may be confrontational, 
interrupt, or create tension. 

Group Interview Multiple candidates interviewed together. Observe interactions, group 
behavior, leadership. 

Behavioral 
Interview 

Questions about past behavior based on premise that past behavior predicts 
future performance. Uses STAR method (Situation, Task, Action, Result). 

Training 
Definition: Training is the systematic process of enhancing employees' knowledge, skills, and abilities 
for their current jobs. It is a planned effort to facilitate learning of job-related competencies. 
A. Training vs. Development 

Aspect Training Development 
Focus Current job requirements Future roles and responsibilities 
Time Horizon Short-term, immediate needs Long-term, career growth 
Purpose Improve performance in current role Prepare for future challenges 
Content Specific, job-related skills General knowledge, broader perspective 
Target Typically non-managerial employees Typically managerial employees 
Orientation Current job Both current and future 
Outcome Improved job performance Career advancement, broader capability 

B. Training Process Model 

Steps: 
1. Needs Assessment: 

o Organizational analysis: Examine organizational goals, resources, climate to determine 
where training is needed. 
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o Task analysis: Identify tasks, knowledge, skills required for each job. 
o Person analysis: Determine which employees need training and what kind. 

2. Training Design: 
o Set clear learning objectives (what participants will be able to do after training) 
o Develop training content based on needs and objectives 
o Select appropriate training methods 
o Prepare training materials, exercises, cases 

3. Implementation: 
o Schedule training sessions 
o Arrange facilities and equipment 
o Select and prepare trainers 
o Conduct training with participants 

4. Evaluation: 
Kirkpatrick's Four-Level Model: 

Level Description Questions Asked 
Level 1: 
Reaction 

How participants felt about 
training 

Did they like it? Was it relevant? Engaging? 

Level 2: 
Learning 

What knowledge/skills were 
acquired 

Did they learn what was intended? Can they 
demonstrate? 

Level 3: 
Behavior 

Application on the job Are they using what they learned? Has behavior 
changed? 

Level 4: 
Results 

Impact on organizational 
outcomes 

Has productivity improved? Quality? Customer 
satisfaction? Costs reduced? 

Level 5: ROI (sometimes added)—compares monetary benefits to training costs. 
C. Training Methods 
On-the-Job Methods: 

Method Description Best For 
Coaching Supervisor or experienced employee trains 

subordinate directly through demonstration, 
guidance, and feedback. 

Skill development, personalized 
instruction. 

Mentoring Senior, experienced person guides junior 
employee's career development. Broader than 
coaching. 

Career development, 
organizational socialization. 

Job Rotation Moving employees between different jobs to 
broaden experience and skills. 

Broadening perspective, 
developing versatility. 

Apprenticeship Formal program combining on-the-job 
training with classroom instruction. Extended 
period. 

Trades, crafts, technical skills. 

Job Instruction 
Training 

Systematic step-by-step training: prepare, 
present, try out, follow up. 

Routine tasks, procedures. 

Committee 
Assignments 

Assigning employees to task forces or 
committees for learning and contribution. 

Problem-solving skills, 
organizational exposure. 
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Off-the-Job Methods: 
Method Description Best For 

Lectures Formal presentations by instructor to 
group. Efficient for large groups. 

Knowledge transfer, theoretical 
concepts. 

Conferences/Seminars Group discussions on topics. Participants 
share ideas and experiences. 

Idea exchange, problem-solving. 

Case Studies Analysis of real or simulated situations. 
Participants diagnose problems and 
propose solutions. 

Decision-making skills, 
analytical thinking. 

Role-Playing Acting out scenarios to practice 
interpersonal skills. Participants take 
assigned roles. 

Interpersonal skills, handling 
situations. 

Simulations Replicating work situations in controlled 
setting. Equipment or computer-based. 

Complex skills, practicing 
without real consequences. 

Programmed 
Instruction 

Self-paced learning through materials 
broken into small steps with immediate 
feedback. 

Knowledge acquisition, self-
study. 

E-Learning Online training through 
computers/internet. Flexible, accessible 
anytime. 

Flexible learning, distributed 
workforce. 

Vestibule Training Simulated work environment with same 
equipment as actual job but away from 
production pressure. 

Technical skills, safe practice. 

Promotion 
Definition: Promotion is the advancement of an employee to a higher position with increased pay, status, 
authority, and responsibility. It is a vertical movement in the organizational hierarchy. 
A. Bases of Promotion 

Basis Description Advantages Disadvantages 
Seniority Promotion based on 

length of service in 
organization. Those with 
longest service get 
preference. 

Objective, easily measured, 
predictable, reduces 
favoritism, builds loyalty, 
morale of long-serving 
employees. 

Ignores merit and ability, 
may promote incompetent, 
demotivates high 
performers, encourages 
complacency. 

Merit Promotion based on 
performance, ability, 
qualifications. Best 
performers get 
preference. 

Rewards competence, 
motivates high 
performance, improves 
organizational 
effectiveness, attracts talent. 

Subjective measurement 
possible, may demotivate 
loyal but less capable, can 
create unhealthy 
competition. 

Seniority-
cum-Merit 

Combination approach. 
Minimum seniority 
required; then merit 
considered among 
eligible. 

Balanced approach, takes 
both factors into account, 
more equitable. 

Complex to implement, 
requires clear criteria for 
both factors. 

B. Types of Promotion 
Type Description 
Vertical Promotion Upward movement in hierarchy to higher level position with more authority and 

responsibility. 
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Horizontal 
Promotion 

Movement to position at same hierarchical level but with more responsibility, 
variety, or better location. May or may not include pay increase. 

Dry Promotion Higher status, title, or responsibility without corresponding pay increase. 
Wet Promotion Higher status and responsibility with pay increase. 
Time-Bound 
Promotion 

Automatic promotion after specified period, usually based on seniority. 
Common in government. 

Merit-Based 
Promotion 

Promotion based on performance and demonstrated ability. 

C. Principles of Promotion 
Principle Explanation 
Clear Policy Promotion policy should be written, clearly communicated to all employees. 
Equal Opportunity All eligible employees should have fair opportunity for consideration; no 

discrimination. 
Objective Criteria Basis for promotion (seniority, merit, or combination) should be transparent and 

consistently applied. 
Timely 
Communication 

Promotion opportunities, criteria, and processes should be communicated in 
advance. 

Fair 
Implementation 

Policy should be applied consistently to all; no favoritism or bias. 

Appeal Mechanism Employees should have avenue to appeal if they believe promotion decisions 
were unfair. 

Career Path Clear progression opportunities should be visible to employees. 
Vacancy 
Notification 

Promotional vacancies should be announced to all eligible employees. 

Compensation 
Definition: Compensation includes all forms of financial returns and tangible benefits employees receive 
as part of employment. It is what employees receive in exchange for their work. 
A. Components of Compensation 

Component Description Examples 
Base Pay Fixed regular payment for work performed. 

Determined by job, skills, experience. 
Salary, wages (hourly, daily, 
monthly). 

Variable Pay Performance-linked pay that varies with 
individual, team, or organizational performance. 

Bonuses, commissions, incentives, 
profit sharing. 

Benefits Indirect compensation—non-cash items with 
monetary value provided to employees. 

Health insurance, retirement plans, 
paid leave, subsidized meals. 

Perquisites Special privileges given to certain employees, 
usually based on position. 

Company car, housing, club 
membership, executive dining. 

B. Types of Compensation 
Direct Compensation (Monetary): 

• Basic salary/wages 
• Dearness allowance (to offset inflation) 
• House rent allowance 
• Travel/Conveyance allowance 
• Medical allowance 
• Incentives and bonuses 
• Commission (for sales) 
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• Profit sharing 
• Overtime pay 
• Performance pay 

Indirect Compensation (Non-Monetary Benefits): 
• Medical insurance (self and family) 
• Life insurance 
• Pension/Provident fund 
• Gratuity 
• Paid leave (annual, sick, casual) 
• Public holidays 
• Employee assistance programs 
• Subsidized meals/cafeteria 
• Education assistance for children 
• Company transportation 
• Recreational facilities 
• Childcare facilities 
• Flexible working hours 

C. Objectives of Compensation 
Objective Explanation 
Attract Talent Competitive compensation attracts qualified candidates to the organization. 
Retain Employees Fair and competitive compensation reduces turnover; employees less likely 

to leave. 
Motivate Performance Incentives and performance-linked pay encourage higher effort and 

productivity. 
Ensure Equity Internal equity (fairness compared to others in organization) and external 

equity (competitive with market). 
Control Costs Balance competitiveness with organizational affordability; avoid excessive 

costs. 
Legal Compliance Adhere to minimum wage laws, overtime regulations, and other legal 

requirements. 
Administrative 
Efficiency 

System should be simple to understand and administer. 

D. Theories of Compensation 
Theory Proponent Key Idea 
Subsistence Theory Adam Smith Wages should be just enough to cover basic necessities of 

life for worker and family. 
Wage Fund Theory J.S. Mill There is a fixed fund for wages determined by capital; 

wages depend on number of workers sharing it. 
Marginal Productivity 
Theory 

J.B. Clark Workers are paid according to their contribution to output; 
wages equal marginal revenue product. 

Bargaining Theory John 
Davidson 

Wages determined by relative bargaining power of 
employers and workers/ unions. 

Equity Theory J. Stacy 
Adams 

People compare their inputs/outcomes ratio with others; 
perceived inequity affects motivation. 
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Expectancy Theory Victor Vroom Pay motivates if employees believe effort leads to 
performance, performance leads to pay, and pay is valued. 

 
Discipline 
Definition: Discipline refers to orderly conduct and adherence to established rules and regulations in an 
organization. It is about ensuring employees behave in ways that contribute to organizational 
effectiveness. 
A. Types of Discipline 

Type Description Approach 
Positive 
Discipline 

Self-discipline through motivation, rewards, 
good leadership. Employees follow rules 
because they want to, not because they fear 
punishment. 

Preventive, developmental—builds 
commitment. 

Negative 
Discipline 

Control through penalties, warnings, 
punishment. Employees follow rules to avoid 
adverse consequences. 

Corrective, punitive—enforces 
compliance through fear. 

B. Hot Stove Rule of Discipline (Douglas McGregor) 
Rule Meaning 

Immediate Consequences follow quickly after the offense, like touching a hot stove burns 
instantly. Delayed punishment loses impact. 

Consistent Same offense results in same penalty every time, like a hot stove burns every time you 
touch it. No exceptions. 

Impersonal Penalty is directed at the act, not the person. Like a hot stove burns anyone who touches 
it regardless of who they are. Warning is given in advance. 

Warning Advance notice of consequences, like knowing a hot stove will burn. Rules and 
penalties should be communicated. 

C. Disciplinary Procedure (Progressive Discipline) 
Step Action Description 

1. Verbal 
Warning 

Informal discussion about the issue, what 
needs to improve, and consequences if not 
improved. 

For minor first offenses; documented 
informally. 

2. Written 
Warning 

Formal letter placed in employee's file 
describing the issue, expected 
improvement, and consequences. 

For repeated or more serious offenses; 
official record. 

3. Suspension Temporary removal from duty for 
specified period, with or without pay. 

For serious misconduct; time for 
employee to reflect. 

4. Demotion Move to lower position with reduced pay, 
status, responsibility. 

For serious offenses where 
termination too severe. 

5. Termination Dismissal from service; employment 
ended. 

Last resort, for major offenses or 
repeated failures after previous steps. 

D. Principles of Natural Justice in Discipline 
Principle Meaning 
Audi Alteram Partem Hear the other side. Employee must be given opportunity to explain their 

side of story before any penalty. 
Nemo Judex in Causa 
Sua 

No one can be judge in their own cause. Decision-maker should be 
impartial, not personally involved. 
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Reasoned Decision Orders must give reasons. Employee should know why decision was 
made. 

E. Causes of Indiscipline 
• Unfair management practices 
• Poor working conditions 
• Inadequate compensation 
• Lack of communication 
• Favoritism and discrimination 
• Ineffective leadership 
• Union-management conflict 
• Personal problems of employees 
• Unclear rules and expectations 
• Inconsistent enforcement 

10.6 Communication 
Definition: Communication is the process of exchanging information, ideas, thoughts, and understanding 
between people. It involves a sender transmitting a message through a channel to a receiver who provides 
feedback. 

A. Communication Process (Detailed) 
Elements: 

Element Description 
Sender Person who initiates the message; has information to share. 
Encoding Converting the idea into symbols, words, gestures, or other forms that can be 

transmitted. 
Message The actual information, idea, or feeling being communicated. 
Channel Medium through which message travels—verbal (spoken/written), non-verbal, 

electronic, etc. 
Receiver Person for whom message is intended; receives and interprets the message. 
Decoding Interpreting the message—translating symbols back into meaning. 
Feedback Response back to sender indicating whether message was understood. Completes the 

communication loop. 
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Noise Barriers or interference that distort or disrupt communication at any stage. 
Context Environment, situation, or setting in which communication occurs. 

B. Barriers to Communication 
Barrier Type Description Examples 
Physical Barriers Environmental factors that 

interfere with 
communication. 

Noise, distance, poor lighting, faulty 
equipment, time differences. 

Semantic Barriers Language and meaning 
issues. 

Jargon, ambiguous words, technical terms, 
different languages, poor vocabulary. 

Psychological 
Barriers 

Mental and emotional 
factors. 

Prejudices, emotions (anger, fear), selective 
perception, closed mindset, stereotypes. 

Organizational 
Barriers 

Structural factors in 
organization. 

Hierarchical levels, poor organizational 
structure, information overload, status 
differences. 

Cultural Barriers Socio-cultural differences. Different norms, values, customs, etiquette, 
communication styles across cultures. 

Interpersonal 
Barriers 

Relationship factors. Poor listening skills, mistrust, conflicting 
communication styles, lack of credibility. 

Technological 
Barriers 

Technical issues. Network failure, incompatible systems, 
software problems, lack of access. 

C. Types of Communication 
Based on Organization Structure: 

Type Description 
Formal Communication Official communication following chain of command. Through 

authorized channels. Includes memos, reports, official meetings. 
Informal 
Communication 

Unofficial communication through grapevine, social interactions. Not 
bound by hierarchy. Fast but may be inaccurate. 

Based on Direction: 
Direction Flow Purpose Examples 

Downward Top to bottom 
(superior to 
subordinate) 

Orders, instructions, policies, 
feedback, job descriptions 

Memos, circulars, meetings, 
emails, performance feedback 

Upward Bottom to top 
(subordinate to 
superior) 

Reports, suggestions, 
feedback, grievances, requests 

Reports, suggestions boxes, 
meetings, grievance letters 

Horizontal Same level (peer to 
peer) 

Coordination, information 
sharing, problem-solving 

Inter-departmental meetings, 
emails, informal chats 

Diagonal Across levels and 
departments 

Cross-functional 
coordination, special projects 

Task forces, committees, 
project teams 

Based on Expression: 
Type Description Examples 
Verbal - Oral Spoken words Face-to-face conversation, phone calls, video calls, meetings, 

presentations 
Verbal - Written Written words Letters, emails, reports, memos, notices, manuals 
Non-Verbal Without words Body language, gestures, facial expressions, posture, eye 

contact, tone of voice 
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D. Communication Channels 
Formal Channels: 

• Chain of command (superior-subordinate) 
• Official meetings (departmental, committee) 
• Memos and reports 
• Notice boards 
• Company newsletters 
• Intranet 
• Official emails 
• Policy manuals 

Informal Channels (Grapevine): 
Type Description 
Single Strand A tells B, B tells C, C tells D—linear chain. 
Gossip Chain One person tells many others. 
Probability Chain Random telling—each person randomly tells others. 
Cluster Chain Selective telling to some individuals who then tell others. 

Grapevine Characteristics: 
• Fast communication—often faster than formal channels 
• Carries both work-related and personal information 
• High credibility among employees—often believed more than formal communication 
• Cannot be eliminated, only managed 
• Supplements formal channels but cannot replace them 
• Can carry rumors and inaccurate information 

E. Principles of Effective Communication 
Principle Description 
Clarity Message should be clear and easily understood. Use simple language. 
Conciseness Brief and to the point. Avoid unnecessary words and repetition. 
Completeness All necessary information included. Answer who, what, when, where, why. 
Correctness Accurate facts, grammar, and language. No errors. 
Consideration Empathy for receiver. Consider their perspective, needs, feelings. 
Courtesy Respectful tone. Politeness and positive approach. 
Concreteness Specific, definite, vivid rather than vague and abstract. 
Credibility Sender should be trustworthy. Build confidence. 
Consistency Message should be consistent with previous communications and actions. 
Feedback Ensure message was understood. Seek confirmation. 

Principles of Public Relations 
Definition: Public Relations (PR) is the management function that builds and maintains mutually 
beneficial relationships between an organization and its various publics (stakeholders). 
A. Key Principles 

Principle Description 
1. Honesty and Transparency Truthful communication builds trust. Deception damages relationships 

long-term. 
2. Two-Way Communication Listen to stakeholders, not just broadcast messages. Dialogue, not 

monologue. 
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3. Consistency Unified message across all channels and over time. Mixed messages 
confuse. 

4. Proactive Approach Anticipate issues and opportunities; don't just react to crises. 
5. Relationship Building Long-term engagement over short-term gains. Relationships matter. 
6. Social Responsibility Align actions with public interest. Be a good corporate citizen. 
7. Crisis Management Preparedness for crises; quick response; taking responsibility when 

appropriate. 
8. Target Audience Focus Tailor messages to specific publics—different stakeholders need different 

communication. 
9. Measurable Outcomes Evaluate PR effectiveness; don't just count activities. 
10. Ethical Standards Integrity in all communications; no manipulation or deception. 

B. Public Relations Tools 
Tool Description 
Press Releases Official announcements distributed to media. 
Press Conferences Media events where organization makes announcements and answers 

questions. 
Annual Reports Comprehensive reports to stakeholders on performance and activities. 
Newsletters Regular publications for employees, customers, or other stakeholders. 
Social Media Online engagement through platforms like Facebook, Twitter, 

LinkedIn. 
Events Open houses, sponsorships, community events, celebrations. 
Speeches Executive communications at conferences, meetings, public events. 
Community Relations Local engagement programs, partnerships with community 

organizations. 
Media Interviews One-on-one interactions with journalists. 
Corporate Advertising Advertising that promotes organization image, not specific products. 

Human Behaviour and Organization Administration 
Motivation Theories 
Motivation is the psychological process that initiates, directs, and sustains behavior toward achieving 
goals. Understanding what motivates employees is fundamental to effective management. 
A. Content Theories (Focus on WHAT motivates) 
1. Maslow's Hierarchy of Needs (1943) 
Abraham Maslow proposed that human needs are arranged in a hierarchy, and lower-level needs must be 
substantially satisfied before higher-level needs become motivating. 
The Five Levels: 

Level Need Description Workplace Examples 
1 Physiological Basic survival needs—food, 

water, shelter, rest 
Adequate salary to buy necessities, breaks 
for meals, comfortable work environment 

2 Safety Security and protection from 
harm 

Job security, health insurance, safe working 
conditions, pension plans 

3 Social Belonging, love, acceptance, 
friendship 

Work groups, team activities, friendly 
supervision, social events 

4 Esteem Respect, recognition, status, 
achievement 

Job titles, awards, promotions, 
responsibility, positive feedback 

5 Self-
Actualization 

Reaching full potential, 
personal growth, creativity 

Challenging projects, autonomy, learning 
opportunities, creativity allowed 
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Diagram: 

Implications for Management: 
• Different employees may be at different need levels 
• Satisfied needs no longer motivate—focus on unsatisfied needs 
• Provide opportunities for growth and development for those seeking self-actualization 
• Recognize achievements to satisfy esteem needs 
• Foster team spirit to satisfy social needs 
• Ensure safety and security through policies and conditions 
• Pay adequately to satisfy basic needs 

Criticism: 
• Hierarchy may not be universal across cultures 
• Needs can be active simultaneously, not strictly sequential 
• Individual differences exist—some may prioritize higher needs despite lower needs 
• Difficult to measure which level an employee is at 
• Not supported by strong empirical evidence 

2. Herzberg's Two-Factor Theory (1959) 
Frederick Herzberg distinguished between factors that cause satisfaction (Motivators) and those that 
prevent dissatisfaction (Hygiene Factors). 

Hygiene Factors (Dissatisfiers) Motivators (Satisfiers) 
Company policy and administration Achievement 
Supervision quality Recognition 
Relationship with supervisor The work itself 
Working conditions Responsibility 
Salary and benefits Advancement 
Relationship with peers Personal growth 
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Job security 
 

Key Findings: 
• Opposite of satisfaction is NOT dissatisfaction—it's NO satisfaction 
• Opposite of dissatisfaction is NOT satisfaction—it's NO dissatisfaction 
• Hygiene factors prevent dissatisfaction but don't motivate positive behavior 
• Motivators lead to satisfaction and motivation 
• Two separate continua exist rather than one continuum 

Implications: 
• Improve hygiene factors to remove dissatisfaction (fair pay, good supervision, pleasant 

conditions) 
• Build motivators into jobs through job enrichment (challenge, responsibility, recognition) 
• Provide recognition programs 
• Offer growth and advancement opportunities 
• Design work to be meaningful and engaging 

3. McGregor's Theory X and Theory Y (1960) 
Douglas McGregor proposed two contrasting views of human nature that influence management style. 

Theory X Assumptions Theory Y Assumptions 
Workers inherently dislike work Work is as natural as play or rest 
Must be coerced, controlled, directed People will self-direct toward objectives they're 

committed to 
Prefer to be directed Seek responsibility under right conditions 
Avoid responsibility Creative and imaginative 
Little ambition Intellectual potential underutilized 
Motivated by security Motivated by higher needs (esteem, self-actualization) 

Management Style: 
Theory X Theory Y 
Autocratic, authoritarian Participative, democratic 
Close supervision Delegation, trust 
Punishment focus Reward focus 
Centralized decisions Decentralized participation 
Directive leadership Supportive leadership 

4. Alderfer's ERG Theory (1969) 
Clayton Alderfer compressed Maslow's five levels into three and modified the progression assumption. 

Level Need Description Corresponds to Maslow 
E Existence Material and physiological needs Physiological + Safety 
R Relatedness Interpersonal relationships Social + Esteem (external) 
G Growth Personal development and creativity Esteem (internal) + Self-actualization 

Key Features: 
• Multiple needs can operate simultaneously—not strictly hierarchical 
• Frustration-regression principle: If a higher-level need is frustrated, the lower-level need 

becomes more important 
• More flexible than Maslow, better accounts for individual differences 
• Supported by research better than Maslow 
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5. McClelland's Acquired Needs Theory (1961) 
David McClelland identified three learned needs acquired from life experiences and culture. 

Need Description Characteristics 
nAch 
(Achievement) 

Desire to excel, accomplish 
challenging tasks, meet high 
standards 

Moderate risk-takers (not too high, not too low), 
want feedback on performance, prefer personal 
responsibility for outcomes 

nPow (Power) Desire to influence, control 
others, have impact 

Seek leadership positions, enjoy competition, 
want to be in charge, may seek personal or 
institutional power 

nAff (Affiliation) Desire for close, friendly 
relationships with others 

Prefer cooperation over competition, want to be 
liked, avoid conflict, seek social approval 

Implications: 
• Identify dominant needs through tests (Thematic Apperception Test) 
• Match jobs to needs (high achievers in challenging roles; high affiliation in team roles) 
• Develop needs through training (achievement motivation training possible) 
• Create appropriate reward systems for different need profiles 

B. Process Theories (Focus on HOW motivation works) 
1. Vroom's Expectancy Theory (1964) 
Victor Vroom proposed that motivation is a function of three beliefs: 
Formula: M = E × I × V 

Factor Meaning Description 
E (Expectancy) Effort → Performance Belief that putting in effort will lead to successful 

performance. "If I try, can I do it?" 
I 
(Instrumentality) 

Performance → 
Outcome 

Belief that successful performance will lead to desired 
outcome/reward. "If I do it, will I get the reward?" 

V (Valence) Value of outcome Importance or attractiveness of the outcome to the 
individual. "Do I value the reward?" 

Implications: 
• All three factors must be high for motivation—multiplicative, not additive 
• Train employees to increase expectancy (build confidence, provide skills) 
• Link rewards clearly to performance to increase instrumentality 
• Understand individual preferences—different people value different outcomes 
• Provide valued rewards that match individual needs 

2. Adams' Equity Theory (1963) 
J. Stacy Adams proposed that employees compare their inputs/outcomes ratio with others and are 
motivated to maintain equity. 
Formula: My Outcomes / My Inputs = Others' Outcomes / Others' Inputs 

• Inputs: What employee contributes (effort, skill, experience, time, loyalty) 
• Outcomes: What employee receives (pay, recognition, benefits, status, security) 

Comparison Outcomes: 
Comparison Perceived State Employee Reaction 
Equal Equity Maintain performance; satisfied 
Under-reward Inequity (anger) Reduce effort, demand increase, seek higher outcomes, leave, 

compare differently 
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Over-reward Inequity (guilt) Increase effort, rationalize, help others, discount value of 
outcomes 

Implications: 
• Perceived fairness matters as much as actual rewards 
• Be transparent about pay decisions 
• Address perceived inequities through communication or adjustment 
• Ensure consistent application of policies 
• Recognize that equity is perceptual—what seems fair to you may not to employee 

3. Locke's Goal-Setting Theory (1968) 
Edwin Locke proposed that specific, challenging goals lead to higher performance than vague or easy 
goals. 
Key Principles: 

Principle Description 
Goal Specificity Clear, specific goals are more effective than vague ones ("Increase sales by 10%" vs. 

"Do your best"). 
Goal Difficulty Challenging but attainable goals motivate more than easy or impossible goals. 
Goal Acceptance Employee commitment to goals is essential—goals must be accepted as own. 
Feedback Knowledge of progress toward goals is necessary for adjustment and motivation. 
Task Complexity Complex tasks need more time and strategy; goals should be broken down. 

SMART Goals: 
Letter Meaning 
S Specific — clear, unambiguous 
M Measurable — can track progress 
A Attainable — challenging but achievable 
R Relevant — aligned with broader objectives 
T Time-bound — clear deadline 

4. Skinner's Reinforcement Theory (1953) 
B.F. Skinner proposed that behavior is a function of its consequences. People repeat behaviors that are 
reinforced and avoid behaviors that are punished. 

Type Description Effect Example 
Positive 
Reinforcement 

Add pleasant stimulus after 
desired behavior 

Increases 
behavior 

Praise, bonus, recognition after 
good performance 

Negative 
Reinforcement 

Remove unpleasant stimulus 
after desired behavior 

Increases 
behavior 

Stop nagging after work is done; 
remove strict supervision 

Punishment Add unpleasant stimulus 
after undesired behavior 

Decreases 
behavior 

Reprimand, penalty, demotion 

Extinction Remove pleasant stimulus 
after undesired behavior 

Decreases 
behavior 

Ignore behavior, withdraw 
attention, stop rewards 

Schedules of Reinforcement: 
Schedule Description Example 
Continuous Every correct response reinforced Praise every time employee does 

good work 
Fixed Interval Reinforcement after fixed time periods Monthly paycheck 
Variable Interval Reinforcement after varying time periods Surprise recognition at unpredictable 

times 
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Fixed Ratio Reinforcement after fixed number of 
responses 

Bonus after every 10 sales 

Variable Ratio Reinforcement after varying number of 
responses 

Gambling (most resistant to 
extinction) 

Leadership Theories 
Leadership is the ability to influence, motivate, and enable others to contribute toward organizational 
success. 
A. Trait Theory (1930s-1940s) 
Core Idea: Leaders possess certain innate qualities that distinguish them from non-leaders. Leadership is 
largely a matter of having the right traits. 
Key Traits Identified: 

Category Traits 
Physical Energy, stamina, appearance, height (though research weak) 
Intellectual Intelligence, knowledge, judgment, verbal ability 
Personality Self-confidence, honesty, integrity, charisma, emotional stability 
Social Sociability, tact, diplomacy, interpersonal skills 
Task-Related Initiative, persistence, drive, achievement orientation 

Limitations: 
• No universal list of traits consistently predicts leadership across situations 
• Traits don't guarantee success—context matters 
• Difficult to separate cause and effect (does leadership develop traits?) 
• Nature vs. nurture question unresolved 
• Ignores situational factors 

B. Behavioral Theories (1940s-1950s) 
Core Idea: Effective leadership is determined by what leaders do (behaviors), not who they are (traits). 
Leadership can be learned. 
Ohio State Studies: 

• Initiating Structure: Task-oriented behavior—organizing work, setting standards, defining roles, 
scheduling. Focus on getting the job done. 

• Consideration: Relationship-oriented behavior—trust, respect, warmth, concern for 
subordinates. Focus on people. 

Michigan Studies: 
• Production-Oriented: Focus on task completion, technical aspects, viewing employees as means 

to end. 
• Employee-Oriented: Focus on relationships, treating employees as human beings with needs. 

Blake and Mouton's Managerial Grid (1964): 
Five Styles: 

Style Description 
1,1 Impoverished Minimum effort to get work done; detached, passive 
9,1 Task People as tools for production; efficiency focus; little concern for people 
1,9 Country Club Friendly, comfortable atmosphere; attention to people's needs; little task 

focus 
5,5 Middle of the Road Balance between task and people; adequate performance; not outstanding 



  MK PREPARATIONS  

 

P a g e  56 | 77 

 

  

1
6

. 
H

u
m

a
n

 R
e

so
u

rce
 a

n
d

 F
in

a
n

cia
l M

a
n

a
g

e
m

e
n

t 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

9,9 Team High concern for both production and people; committed workforce; 
participation 

C. Contingency Theories (1960s-1970s) 
Core Idea: Leadership effectiveness depends on matching leadership style to the situation. No single best 
style works in all situations. 
1. Fiedler's Contingency Model (1967) 

• Leadership style measured by Least Preferred Co-worker (LPC) score 
o High LPC: Describe LPC positively → Relationship-oriented 
o Low LPC: Describe LPC negatively → Task-oriented 

• Situational favorability determined by three factors: 
1. Leader-member relations (good/poor)—most important 
2. Task structure (high/low)—second most important 
3. Position power (strong/weak)—least important 

• Different styles effective in different situations: 
o Task-oriented best in very favorable or very unfavorable situations 
o Relationship-oriented best in moderately favorable situations 

2. Hersey-Blanchard Situational Leadership Theory 
Leadership style should match follower maturity level. 

Follower Maturity Appropriate Style 
Low (unable, unwilling) Telling: High task, low relationship—give clear instructions, 

close supervision 
Low to Moderate (unable, willing) Selling: High task, high relationship—explain decisions, 

provide direction and support 
Moderate to High (able, unwilling) Participating: Low task, high relationship—share ideas, 

facilitate decisions 
High (able, willing) Delegating: Low task, low relationship—let them do it, 

minimal supervision 
3. Path-Goal Theory (House, 1971) 
Leader's role is to clarify paths to goals, remove obstacles, and increase rewards. 

Situation Appropriate Style 
Ambiguous tasks Directive: Clarify expectations, provide guidance 
Routine tasks Supportive: Show concern, be friendly 
High achievers Achievement-Oriented: Set challenging goals, expect excellence 
Participative employees Participative: Involve in decisions 

D. Modern Approaches 
1. Transformational Leadership (Burns, 1978; Bass, 1985) 
Leaders inspire and motivate followers to achieve extraordinary outcomes and develop their own 
leadership capacity. 

Dimension Description 
Idealized Influence Leader acts as role model, admired, respected, trusted. 

Demonstrates high ethical standards. 
Inspirational Motivation Inspiring vision, meaning, and challenge. Enthusiasm and 

optimism. 
Intellectual Stimulation Encourages innovation, creativity, questioning assumptions. 

Challenges followers to think. 
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Individualized Consideration Attention to each follower's needs, coaching, mentoring. Treats 
each as individual. 

2. Transactional Leadership 
Focuses on exchange between leader and follower—rewards for performance, punishment for non-
performance. 

Dimension Description 
Contingent Reward Clarifies expectations and provides rewards for meeting 

them. Exchange-based. 
Management by Exception (Active) Monitors deviations from standards and takes corrective 

action. 
Management by Exception (Passive) Intervenes only when problems become serious or 

standards not met. 
Laissez-Faire Avoids responsibility, decisions delayed, absent when 

needed. 
Comparison: 

Aspect Transactional Transformational 
Focus Tasks, compliance, exchanges Vision, commitment, inspiration 
Motivation Rewards and punishments Inspiration, values, meaning 
Time Horizon Short-term Long-term 
Change Maintain status quo Create change 
Follower Development Not emphasized Develop followers as leaders 

3. Servant Leadership (Greenleaf, 1970) 
Leader's primary role is to serve others—employees, customers, community. 
Characteristics: 

• Listening 
• Empathy 
• Healing 
• Awareness 
• Persuasion 
• Conceptualization 
• Foresight 
• Stewardship 
• Commitment to growth of others 
• Building community 

4. Authentic Leadership 
Leaders are self-aware, transparent, and act consistently with their values. 

• Self-awareness: Know their strengths, weaknesses, values 
• Relational transparency: Open, honest in relationships 
• Balanced processing: Objectively consider all information 
• Internalized moral perspective: Guided by internal moral standards 

5. Distributed Leadership 
Leadership shared across multiple people, not concentrated in one person. Emerges from interactions 
rather than position. 
Organizational Culture 



  MK PREPARATIONS  

 

P a g e  58 | 77 

 

  

1
6

. 
H

u
m

a
n

 R
e

so
u

rce
 a

n
d

 F
in

a
n

cia
l M

a
n

a
g

e
m

e
n

t 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

Definition: Organizational culture is the shared values, beliefs, assumptions, and norms that shape 
behavior and guide how things are done in an organization. 
A. Schein's Three Levels of Culture (1985) 

Level Description Examples 
1. Artifacts Visible structures and processes. 

What you see, hear, feel when 
entering organization. 

Dress code, office layout, rituals, stories, 
language, symbols, ceremonies 

2. Espoused 
Values 

Strategies, goals, philosophies. What 
people say they value. 

Mission statements, value statements, 
slogans, charters 

3. Basic 
Assumptions 

Unconscious, taken-for-granted 
beliefs. Deepest level, hardest to 
change. 

Views about human nature, reality, truth, 
time, relationships 

B. Types of Organizational Culture 
Handy/Harrison Typology: 

Type Characteristics 
Power Culture Central authority, few rules and procedures, control from center. Relies on trust and 

personal communication. 
Role Culture Bureaucratic, logical, rational. Relies on rules, procedures, defined roles. Stability and 

predictability. 
Task Culture Job- or project-oriented. Matrix structure. Focus on getting job done. Flexible and 

adaptive. 
Person Culture Individuals central; organization serves individuals. Rare; found in professional 

partnerships. 
Cameron & Quinn Competing Values Framework: 

Type Characteristics 
Clan Family-like, collaboration, participation, teamwork, loyalty, mentoring. 
Adhocracy Dynamic, entrepreneurial, creative, risk-taking, innovation, growth. 
Market Results-oriented, competition, achievement, goal focus, customer orientation. 
Hierarchy Structured, formal rules, stability, efficiency, predictability, smooth operations. 

C. Functions of Culture 
Function Description 
Identity Provides organizational identity to members—sense of who we are. 
Commitment Fosters commitment to mission and values beyond self-interest. 
Stability Provides social system stability; guides behavior. 
Sense-Making Helps members understand events and why things happen. 
Control Guides behavior without formal rules—internalized norms. 
Differentiation Distinguishes organization from others. 

D. Creating and Maintaining Culture 
Mechanism Description 
What leaders pay 
attention to 

What leaders notice, measure, comment on signals priorities. 

Reaction to crises How organization handles crises reveals underlying values. 
Role modeling Leaders set example through their own behavior. 
Reward criteria What gets rewarded (and punished) shapes behavior. 
Selection criteria Hiring people who fit culture reinforces it. 
Socialization Teaching new members norms, values, expectations. 
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Rituals and 
ceremonies 

Reinforce values through regular events and celebrations. 

Stories and legends Narratives about organization's history and heroes. 
Morale 
Definition: Morale is the overall attitude, satisfaction, confidence, and enthusiasm of employees toward 
their work and organization. 
A. Factors Affecting Morale 

Factor Description 
Leadership Quality Competent, fair, supportive leaders build morale. 
Compensation Fair and competitive pay relative to work and market. 
Working Conditions Safe, comfortable, pleasant physical environment. 
Recognition Appreciation for contributions and achievements. 
Career Growth Opportunities for advancement and development. 
Job Security Reasonable assurance of continued employment. 
Work-Life Balance Reasonable hours, flexibility, personal time respected. 
Relationships Good colleagues, teamwork, supportive work relationships. 
Communication Open, transparent, timely information flow. 
Organizational Justice Fair treatment, equitable procedures, respect. 
Job Satisfaction Work itself interesting, meaningful, challenging. 

B. Indicators of High/Low Morale 
High Morale Indicators Low Morale Indicators 
Low absenteeism High absenteeism 
Low turnover High turnover 
High productivity Low productivity 
Positive attitude, enthusiasm Negative, complaining, cynicism 
Cooperation, teamwork Conflicts, silos, rivalries 
Pride in work Carelessness, indifference 
Initiative, ideas Apathy, doing minimum 
Good discipline Indiscipline, rule-breaking 
Willingness to help others Unwillingness, territorial behavior 
Acceptance of change Resistance to change 

C. Improving Morale 
1. Fair compensation and benefits 
2. Recognition programs (formal and informal) 
3. Career development opportunities 
4. Participative management involving employees 
5. Open, transparent communication 
6. Team building activities 
7. Employee assistance programs 
8. Work-life balance policies 
9. Safe and pleasant work environment 
10. Grievance handling mechanisms 
11. Fair and consistent policies 
12. Employee involvement in decisions 
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Conflict Management 

A. Definition and Nature 
Conflict: A process that begins when one party perceives that another party has negatively affected, or is 
about to negatively affect, something that the first party cares about. 
Nature: 

• Inevitable in organizations due to differing goals, values, perceptions 
• Can be functional (constructive)—stimulates innovation, improves decisions, surfaces issues 
• Can be dysfunctional (destructive)—wastes energy, reduces cooperation, harms relationships 
• Arises from differences in goals, values, perceptions, resources 

B. Types of Conflict 
Type Description 
Intrapersonal Within an individual. Role conflict (conflicting demands), value conflict, 

frustration. 
Interpersonal Between individuals. Personality clashes, disagreements. 
Intragroup Within a team. Disagreements among team members. 
Intergroup Between teams or departments. Rivalry, competition for resources. 
Organizational Across the organization. Systemic issues, policies, structures. 

C. Sources of Conflict 
Source Description 
Goal Differences Different objectives between units—sales wants variety, production wants efficiency. 
Resource Scarcity Competition for limited resources—budget, equipment, staff. 
Task Interdependence One unit depends on another to complete its work; delays or failures cause conflict. 
Authority Issues Unclear or overlapping authority—who decides what? 
Communication Problems Misunderstandings, poor communication, different interpretations. 
Personality Clashes Incompatible personal styles, values, behaviors. 
Structural Factors Organization design issues—reward systems, physical layout, reporting relationships. 
Values Differences Different beliefs, ethics, cultural backgrounds. 
Status Differences Power differences, status inconsistencies. 
Perceptual Differences Different views of same situation. 

D. Conflict Process Model (Pondy, 1967) 
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1. Latent Conflict: Conditions exist that have potential for conflict (resource scarcity, goal 
differences). 

2. Perceived Conflict: Parties become aware that conflict exists, even if not yet emotional. 
3. Felt Conflict: Emotional involvement—anxiety, tension, hostility. Personalization of conflict. 
4. Manifest Conflict: Open behavior expressing conflict—arguments, sabotage, strikes, aggression. 
5. Aftermath: Outcome of conflict—resolution or escalation; affects future relationships. 

E. Conflict Resolution Styles (Thomas-Kilmann Model) 
Style Assertiveness Cooperativeness When Appropriate 
Competing High Low Quick decisions needed, unpopular actions, 

vital issues, against exploitation 
Collaborating High High Complex issues, integrate perspectives, 

commitment needed, both concerns too 
important to compromise 

Compromising Medium Medium Both sides equal, temporary solutions, 
complex issues need middle ground 

Avoiding Low Low Trivial issues, cooling-off period needed, 
issues not important, no chance to win 

Accommodating Low High Preserve harmony, you are wrong, issue more 
important to others, build social credit 

F. Techniques for Conflict Resolution 
Technique Description 
Problem-Solving Face-to-face meeting to identify and resolve issues; focus on mutual 

interests. 
Superordinate Goals Create shared goals that require cooperation; common enemy or 

challenge. 
Expansion of Resources Increase resources to reduce competition. 
Avoidance Withdrawal from conflict; may be temporary. 
Smoothing Emphasize common interests, downplay differences; calm emotions. 
Compromise Each party gives up something to reach mutually acceptable solution. 
Authoritative Command Management imposes solution; quick but may not address underlying 

issues. 
Altering Structure Change reporting relationships, reorganize to reduce conflict sources. 
Third-Party Intervention Mediation (neutral third party facilitates), arbitration (third party 

decides). 
Confrontation Open discussion of differences to resolve them. 

Summary of Key Theorists  
Theorist Contribution Key Work/Concept 

Frederick Taylor Scientific 
Management 

The Principles of Scientific Management (1911); 
Time and motion studies; Differential piece-rate 

Henri Fayol Administrative 
Theory 

14 Principles of Management; 5 Elements/Functions 

Max Weber Bureaucratic Theory Ideal bureaucracy; Authority types (traditional, 
charismatic, rational-legal) 

Elton Mayo Human Relations Hawthorne Studies; Hawthorne Effect; Social factors 
in work 

Abraham Maslow Motivation Hierarchy of Needs (1943); Self-actualization 
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Douglas McGregor Leadership Theory X and Theory Y (1960) 
Frederick Herzberg Motivation Two-Factor Theory (1959); Motivators vs. Hygiene 

factors 
David McClelland Motivation Acquired Needs Theory (nAch, nPow, nAff) 
Victor Vroom Motivation Expectancy Theory (1964); E × I × V 
J. Stacy Adams Motivation Equity Theory (1963); Social comparison 
Edwin Locke Motivation Goal-Setting Theory (1968); SMART goals 
B.F. Skinner Behavior Reinforcement Theory; Operant conditioning 
Kurt Lewin Group Dynamics Force Field Analysis; Change model (unfreeze-

change-refreeze) 
Rensis Likert Leadership Four Systems of Management (System 1-4) 
Chris Argyris Organization Maturity-Immaturity Theory; Double-loop learning 
Robert Blake & Jane 
Mouton 

Leadership Managerial Grid (1964); 9,9 team style 

Fred Fiedler Leadership Contingency Model; LPC scale 
Paul Hersey & Ken 
Blanchard 

Leadership Situational Leadership Theory; Maturity levels 

Robert House Leadership Path-Goal Theory; Four leadership styles 
James MacGregor Burns Leadership Transformational Leadership (1978) 
Bernard Bass Leadership Transformational vs. Transactional Leadership 
Peter Drucker Management MBO (Management by Objectives); Knowledge 

worker 
Chester Barnard Organization Acceptance Theory of Authority; Informal 

organization 
Herbert Simon Decision-Making Bounded Rationality; Satisfying 
Ludwig von Bertalanffy Systems Theory General Systems Theory; Open systems 
Tom Burns & G.M. 
Stalker 

Organization Mechanistic vs. Organic structures 

Joan Woodward Organization Technology-Structure Relationship; Unit, mass, 
process production 

Paul Lawrence & Jay 
Lorsch 

Organization Differentiation and Integration; Contingency theory 

V.A. Graicunas Organization Span of Control Formula; Relationships calculation 
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Practice MCQs
1. Human Resource Management (HRM) is 
best defined as: 
A) The process of managing financial resources 
in an organization 
B) The strategic approach to managing people 
effectively for performance improvement 
C) The management of physical infrastructure 
D) The process of marketing organizational 
products 
Answer: B) The strategic approach to 
managing people effectively for performance 
improvement 
2. The primary significance of Human 
Resource Management lies in: 
A) Reducing employee salaries 
B) Optimizing human potential to achieve 
organizational goals 
C) Eliminating the need for training 
D) Increasing bureaucratic procedures 
Answer: B) Optimizing human potential to 
achieve organizational goals 
3. The scope of Human Resource 
Management includes all of the following 
EXCEPT: 
A) Recruitment and selection 
B) Training and development 
C) Financial auditing 
D) Performance appraisal 
Answer: C) Financial auditing 
4. An organization is best defined as: 
A) A random collection of individuals 
B) A group of people working together in a 
structured setting to achieve common goals 
C) A physical building where work occurs 
D) A government department only 
Answer: B) A group of people working 
together in a structured setting to achieve 
common goals 
5. A formal organization is characterized by: 
A) No defined structure or rules 
B) Well-defined objectives, structure, policies, 

and rules 
C) Spontaneous relationships among members 
D) Absence of hierarchy 
Answer: B) Well-defined objectives, 
structure, policies, and rules 
6. An informal organization is best described 
as: 
A) A government-mandated body 
B) A network of interpersonal relationships with 
no defined structure 
C) A legally registered entity 
D) A profit-making enterprise 
Answer: B) A network of interpersonal 
relationships with no defined structure 
7. Which of the following is a significance of 
organization? 
A) Role clarity and specialization 
B) Personal indifference 
C) Resource reduction 
D) Elimination of coordination 
Answer: A) Role clarity and specialization 
8. The classical theory of organization 
emphasizes: 
A) Human emotions and social factors 
B) Structure, hierarchy, and efficiency 
C) Informal relationships 
D) Employee autonomy 
Answer: B) Structure, hierarchy, and 
efficiency 
9. The scientific management theory was 
propounded by: 
A) Henri Fayol 
B) Max Weber 
C) Frederick Winslow Taylor 
D) Elton Mayo 
Answer: C) Frederick Winslow Taylor 
10. Taylor's scientific management focused 
primarily on: 
A) Human relations 
B) Production efficiency and worker 
productivity 
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C) Bureaucratic structure 
D) Employee satisfaction 
Answer: B) Production efficiency and worker 
productivity 
11. The administrative theory of management 
was developed by: 
A) Frederick Taylor 
B) Elton Mayo 
C) Henri Fayol 
D) Max Weber 
Answer: C) Henri Fayol 
12. Fayol's 14 principles of management 
include all of the following EXCEPT: 
A) Division of Work 
B) Unity of Command 
C) Span of Control 
D) Esprit de Corps 
Answer: C) Span of Control 
13. The principle of 'Unity of Command' 
means: 
A) One head and one plan for a group of 
activities 
B) Each employee should receive orders from 
only one superior 
C) Authority and responsibility must be equal 
D) Individual interests are subordinate to general 
interests 
Answer: B) Each employee should receive 
orders from only one superior 
14. The principle of 'Unity of Direction' 
means: 
A) One boss for each employee 
B) One head and one plan for a group of 
activities having the same objective 
C) Team spirit and harmony 
D) Fair treatment of employees 
Answer: B) One head and one plan for a 
group of activities having the same objective 
15. 'Esprit de Corps' as a principle of 
management refers to: 
A) Division of work 
B) Centralization of authority 

C) Team spirit and harmony 
D) Discipline and order 
Answer: C) Team spirit and harmony 
16. The bureaucratic theory of organization 
was proposed by: 
A) Henri Fayol 
B) Frederick Taylor 
C) Max Weber 
D) Elton Mayo 
Answer: C) Max Weber 
17. According to Weber, a bureaucracy is 
characterized by: 
A) Flexible rules and personal relationships 
B) Hierarchical authority, formal rules, and 
impersonal operations 
C) Decentralized decision-making 
D) Informal communication channels 
Answer: B) Hierarchical authority, formal 
rules, and impersonal operations 
18. The human relations theory of 
organization emerged from the: 
A) Scientific management studies 
B) Hawthorne Studies conducted by Elton Mayo 
C) Administrative theory of Fayol 
D) Bureaucratic theory of Weber 
Answer: B) Hawthorne Studies conducted by 
Elton Mayo 
19. The Hawthorne Studies concluded that: 
A) Money is the only motivator for workers 
B) Social and emotional factors significantly 
influence productivity 
C) Strict rules are essential for efficiency 
D) Hierarchy is the most important 
organizational element 
Answer: B) Social and emotional factors 
significantly influence productivity 
20. The systems theory views an organization 
as: 
A) A closed system independent of environment 
B) An open system that interacts with its 
environment 
C) A machine with replaceable parts 
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D) A random collection of individuals 
Answer: B) An open system that interacts 
with its environment 
21. The contingency theory of organization 
suggests that: 
A) There is one best way to organize 
B) The optimal organizational structure depends 
on various situational factors 
C) Organizations should ignore their 
environment 
D) All organizations should be identical 
Answer: B) The optimal organizational 
structure depends on various situational 
factors 
22. Principles of organization include all of 
the following EXCEPT: 
A) Division of work 
B) Scalar chain 
C) Personal favoritism 
D) Span of control 
Answer: C) Personal favoritism 
23. The scalar chain principle refers to: 
A) The line of authority from top to bottom in an 
organization 
B) The number of subordinates a manager can 
effectively supervise 
C) The grouping of related activities 
D) The fair treatment of employees 
Answer: A) The line of authority from top to 
bottom in an organization 
24. 'Span of control' means: 
A) The chain of command 
B) The number of subordinates a manager can 
effectively supervise 
C) The division of work into specialized tasks 
D) The geographical spread of an organization 
Answer: B) The number of subordinates a 
manager can effectively supervise 
25. The principle of 'Division of Work' leads 
to: 
A) Confusion and inefficiency 
B) Specialization and increased efficiency 

C) Poor coordination 
D) Reduced productivity 
Answer: B) Specialization and increased 
efficiency 
26. The principle of 'Authority and 
Responsibility' states that: 
A) Authority should be less than responsibility 
B) Authority and responsibility should be 
balanced and aligned 
C) Responsibility is not important 
D) Authority should be given without 
responsibility 
Answer: B) Authority and responsibility 
should be balanced and aligned 
27. Centralization in an organization refers 
to: 
A) Distribution of authority throughout the 
organization 
B) Concentration of decision-making authority 
at the top levels 
C) Delegation of authority to lower levels 
D) Elimination of hierarchy 
Answer: B) Concentration of decision-making 
authority at the top levels 
28. Decentralization refers to: 
A) Concentration of authority at the top 
B) Systematic delegation of authority to lower 
levels 
C) Removal of all authority 
D) Centralized decision-making 
Answer: B) Systematic delegation of 
authority to lower levels 
29. The line organization structure is also 
known as: 
A) Functional structure 
B) Scalar or military organization 
C) Matrix structure 
D) Project structure 
Answer: B) Scalar or military organization 
30. In a line and staff organization, staff 
personnel: 
A) Have direct command authority 



  MK PREPARATIONS  

 

P a g e  66 | 77 

 

  

1
6

. 
H

u
m

a
n

 R
e

so
u

rce
 a

n
d

 F
in

a
n

cia
l M

a
n

a
g

e
m

e
n

t 

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

B) Provide advice and support to line managers 
C) Make all operational decisions 
D) Ignore line managers 
Answer: B) Provide advice and support to 
line managers 
31. A matrix organization structure is 
characterized by: 
A) Single chain of command 
B) Dual reporting relationships (functional and 
project managers) 
C) No hierarchy 
D) Pure line authority 
Answer: B) Dual reporting relationships 
(functional and project managers) 
32. The federal government of Pakistan 
operates under which system? 
A) Unitary system 
B) Federal parliamentary system 
C) Confederal system 
D) Presidential system 
Answer: B) Federal parliamentary system 
33. The Constitution of Pakistan divides 
powers between: 
A) Only the federal government 
B) Only the provincial governments 
C) Federal and provincial governments 
D) Local and district governments only 
Answer: C) Federal and provincial 
governments 
34. The federal legislature of Pakistan is 
called: 
A) National Assembly only 
B) Senate only 
C) Majlis-e-Shoora (Parliament) 
D) Provincial Assembly 
Answer: C) Majlis-e-Shoora (Parliament) 
35. The executive head of a province in 
Pakistan is the: 
A) Prime Minister 
B) President 
C) Chief Minister 

D) Governor 
Answer: D) Governor 
36. The chief executive of a province in 
Pakistan is the: 
A) Governor 
B) Chief Minister 
C) Chief Secretary 
D) Speaker 
Answer: B) Chief Minister 
37. The chief civil servant in a province is the: 
A) Chief Minister 
B) Chief Secretary 
C) Governor 
D) Attorney General 
Answer: B) Chief Secretary 
38. Public sector enterprises are organizations 
that are: 
A) Owned and operated by private individuals 
B) Owned and operated by the government 
C) Non-profit charities 
D) International companies 
Answer: B) Owned and operated by the 
government 
39. The main objective of public sector 
enterprises is: 
A) Profit maximization only 
B) Public service and socio-economic 
development 
C) Competition with private sector only 
D) Export promotion only 
Answer: B) Public service and socio-economic 
development 
40. A corporation is a form of public sector 
enterprise that is: 
A) Fully controlled by a ministry 
B) Established by a special act of parliament 
with legal entity status 
C) A private partnership 
D) An unregistered business 
Answer: B) Established by a special act of 
parliament with legal entity status 
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41. A statutory corporation has: 
A) No legal status 
B) Its own legal identity separate from the 
government 
C) Complete dependence on government 
treasury 
D) No governing board 
Answer: B) Its own legal identity separate 
from the government 
42. A government company is one in which 
the government holds at least: 
A) 25% shares 
B) 51% shares 
C) 75% shares 
D) 100% shares 
Answer: B) 51% shares 
43. The classical approach to HRM focuses 
on: 
A) Employee welfare and satisfaction 
B) Task efficiency and economic rationality 
C) Self-actualization of employees 
D) Informal group dynamics 
Answer: B) Task efficiency and economic 
rationality 
44. The human relations approach to HRM 
emphasizes: 
A) Strict rules and regulations 
B) Social needs, group dynamics, and employee 
morale 
C) Financial incentives only 
D) Mechanistic view of workers 
Answer: B) Social needs, group dynamics, 
and employee morale 
45. The behavioral science approach to HRM 
draws from: 
A) Only economics 
B) Psychology, sociology, and anthropology 
C) Only engineering 
D) Only law 
Answer: B) Psychology, sociology, and 
anthropology 

46. The systems approach to HRM views the 
organization as: 
A) A closed system 
B) An integrated whole with interrelated parts 
C) A random collection of individuals 
D) A machine with no interaction 
Answer: B) An integrated whole with 
interrelated parts 
47. Personnel administration primarily deals 
with: 
A) Marketing and sales 
B) Procurement, development, and maintenance 
of human resources 
C) Financial accounting 
D) Production management 
Answer: B) Procurement, development, and 
maintenance of human resources 
48. The scope of personnel administration 
includes: 
A) Only recruitment 
B) Only training 
C) Recruitment, training, compensation, and 
employee relations 
D) Only compensation 
Answer: C) Recruitment, training, 
compensation, and employee relations 
49. Recruitment is the process of: 
A) Selecting the best candidate 
B) Searching for and attracting potential 
candidates for employment 
C) Terminating employees 
D) Training employees 
Answer: B) Searching for and attracting 
potential candidates for employment 
50. Selection is the process of: 
A) Attracting candidates 
B) Choosing the most suitable candidate from 
among the applicants 
C) Advertising a job 
D) Creating a job description 
Answer: B) Choosing the most suitable 
candidate from among the applicants 
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51. Internal recruitment sources include all of 
the following EXCEPT: 
A) Promotion 
B) Transfer 
C) Advertisement in newspapers 
D) Demotion 
Answer: C) Advertisement in newspapers 
52. External recruitment sources include: 
A) Job rotation 
B) Campus recruitment 
C) Promotion 
D) Transfer 
Answer: B) Campus recruitment 
53. Training is a process of: 
A) Reducing employee skills 
B) Enhancing employee knowledge, skills, and 
abilities for current job 
C) Punishing employees 
D) Firing employees 
Answer: B) Enhancing employee knowledge, 
skills, and abilities for current job 
54. Development refers to: 
A) Training for the current job only 
B) Growth and learning for future jobs and 
overall career 
C) Disciplinary action 
D) Termination 
Answer: B) Growth and learning for future 
jobs and overall career 
55. On-the-job training methods include: 
A) Classroom lectures 
B) Coaching, mentoring, and job rotation 
C) Case studies 
D) Simulation exercises 
Answer: B) Coaching, mentoring, and job 
rotation 
56. Off-the-job training methods include: 
A) Job rotation 
B) Coaching 
C) Classroom lectures and workshops 
D) Mentoring 

Answer: C) Classroom lectures and 
workshops 
57. Promotion refers to: 
A) Moving an employee to a lower position 
B) Advancing an employee to a higher position 
with increased pay and responsibility 
C) Transferring an employee to another 
department 
D) Terminating an employee 
Answer: B) Advancing an employee to a 
higher position with increased pay and 
responsibility 
58. Transfer refers to: 
A) An upward movement in the organization 
B) A lateral movement within or between 
departments without significant change in pay or 
status 
C) Termination of employment 
D) Retirement 
Answer: B) A lateral movement within or 
between departments without significant 
change in pay or status 
59. Demotion refers to: 
A) Moving an employee to a higher position 
B) Moving an employee to a lower position with 
reduced pay and status 
C) A lateral transfer 
D) Retirement 
Answer: B) Moving an employee to a lower 
position with reduced pay and status 
60. Compensation includes all forms of: 
A) Only salary 
B) Financial returns and tangible benefits 
employees receive as part of employment 
C) Only bonuses 
D) Only non-monetary rewards 
Answer: B) Financial returns and tangible 
benefits employees receive as part of 
employment 
61. Base salary is: 
A) Performance-based pay 
B) The fixed regular payment an employee 
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receives for doing their job 
C) A one-time bonus 
D) Commission on sales 
Answer: B) The fixed regular payment an 
employee receives for doing their job 
62. Incentive pay is linked to: 
A) Attendance only 
B) Performance and productivity 
C) Age of employee 
D) Tenure only 
Answer: B) Performance and productivity 
63. Fringe benefits include: 
A) Only salary 
B) Health insurance, retirement plans, and paid 
leave 
C) Only commissions 
D) Only overtime pay 
Answer: B) Health insurance, retirement 
plans, and paid leave 
64. Discipline in an organization refers to: 
A) Punishing employees 
B) Orderly conduct and adherence to rules and 
regulations 
C) Ignoring misconduct 
D) Rewarding all behavior 
Answer: B) Orderly conduct and adherence 
to rules and regulations 
65. Positive discipline focuses on: 
A) Punishment and fear 
B) Encouraging self-discipline through positive 
reinforcement 
C) Termination of employees 
D) Ignoring minor infractions 
Answer: B) Encouraging self-discipline 
through positive reinforcement 
66. Negative discipline relies on: 
A) Rewards and recognition 
B) Penalties, warnings, and punishment 
C) Employee participation 
D) Self-governance 
Answer: B) Penalties, warnings, and 
punishment 

67. The 'hot stove rule' in discipline implies 
that: 
A) Punishment is unpredictable 
B) Punishment should be immediate, consistent, 
and impersonal 
C) Rules are not enforced 
D) Discipline is subjective 
Answer: B) Punishment should be immediate, 
consistent, and impersonal 
68. Communication in organizations is the 
process of: 
A) Exchanging information, ideas, and 
understanding between people 
B) Ignoring messages 
C) Storing data only 
D) Creating barriers 
Answer: A) Exchanging information, ideas, 
and understanding between people 
69. The communication process involves: 
A) Sender, message, channel, receiver, and 
feedback 
B) Only the sender 
C) Only the receiver 
D) Only the message 
Answer: A) Sender, message, channel, 
receiver, and feedback 
70. Formal communication follows: 
A) Unofficial channels 
B) The official chain of command and 
prescribed channels 
C) Grapevine networks 
D) Personal friendships 
Answer: B) The official chain of command 
and prescribed channels 
71. Informal communication is also known 
as: 
A) Official communication 
B) Grapevine 
C) Written communication 
D) Vertical communication 
Answer: B) Grapevine 
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72. Downward communication flows from: 
A) Subordinates to superiors 
B) Higher levels to lower levels in the hierarchy 
C) Peers to peers 
D) Outside the organization 
Answer: B) Higher levels to lower levels in the 
hierarchy 
73. Upward communication flows from: 
A) Superiors to subordinates 
B) Lower levels to higher levels 
C) Peers to peers 
D) External sources 
Answer: B) Lower levels to higher levels 
74. Horizontal communication occurs 
between: 
A) Boss and subordinate 
B) Employees at the same hierarchical level 
C) Top management and workers 
D) External stakeholders 
Answer: B) Employees at the same 
hierarchical level 
75. Diagonal communication involves: 
A) Same level communication 
B) Communication across different levels and 
departments 
C) Top-down communication only 
D) Bottom-up communication only 
Answer: B) Communication across different 
levels and departments 
76. Verbal communication includes: 
A) Written memos only 
B) Oral communication and written 
communication 
C) Body language only 
D) Gestures only 
Answer: B) Oral communication and written 
communication 
77. Non-verbal communication includes: 
A) Email 
B) Reports 
C) Body language, gestures, and facial 
expressions 

D) Telephone calls 
Answer: C) Body language, gestures, and 
facial expressions 
78. Barriers to communication include: 
A) Clear message 
B) Noise, filtering, and perceptual differences 
C) Appropriate channel 
D) Feedback 
Answer: B) Noise, filtering, and perceptual 
differences 
79. Feedback in communication is important 
because it: 
A) Creates confusion 
B) Ensures that the message was understood as 
intended 
C) Delays communication 
D) Is optional 
Answer: B) Ensures that the message was 
understood as intended 
80. Public relations is a management function 
that: 
A) Focuses only on advertising 
B) Builds and maintains mutually beneficial 
relationships between an organization and its 
publics 
C) Ignores public opinion 
D) Only handles complaints 
Answer: B) Builds and maintains mutually 
beneficial relationships between an 
organization and its publics 
81. A key principle of effective public 
relations is: 
A) Secrecy and hiding information 
B) Transparency, honesty, and two-way 
communication 
C) Manipulation of public opinion 
D) Ignoring stakeholder concerns 
Answer: B) Transparency, honesty, and two-
way communication 
82. Organizational behavior is the study of: 
A) Only individual behavior 
B) How individuals and groups act within 
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organizations 
C) Only financial systems 
D) Only production processes 
Answer: B) How individuals and groups act 
within organizations 
83. Individual behavior in organizations is 
influenced by: 
A) Only salary 
B) Personality, perception, attitudes, and 
motivation 
C) Only working hours 
D) Only office location 
Answer: B) Personality, perception, attitudes, 
and motivation 
84. Group behavior in organizations is 
influenced by: 
A) Individual goals only 
B) Group norms, cohesion, roles, and leadership 
C) Only financial incentives 
D) Only organizational structure 
Answer: B) Group norms, cohesion, roles, 
and leadership 
85. Organizational culture refers to: 
A) The physical building 
B) Shared values, beliefs, and norms that shape 
behavior in an organization 
C) The financial status 
D) The technology used 
Answer: B) Shared values, beliefs, and norms 
that shape behavior in an organization 
86. Financial administration is concerned 
with: 
A) Only profit calculation 
B) Management of financial resources, including 
planning, organizing, and controlling 
C) Only marketing expenses 
D) Only employee salaries 
Answer: B) Management of financial 
resources, including planning, organizing, 
and controlling 
87. The scope of financial administration 
includes: 

A) Only budgeting 
B) Financial planning, budgeting, accounting, 
auditing, and control 
C) Only accounting 
D) Only auditing 
Answer: B) Financial planning, budgeting, 
accounting, auditing, and control 
88. A budget is a: 
A) Historical record of expenses 
B) Financial plan expressed in quantitative terms 
for a specific period 
C) Marketing strategy 
D) Employee evaluation tool 
Answer: B) Financial plan expressed in 
quantitative terms for a specific period 
89. The primary purpose of budgeting is to: 
A) Increase expenses 
B) Plan and control the allocation of financial 
resources 
C) Reduce employee morale 
D) Eliminate all spending 
Answer: B) Plan and control the allocation of 
financial resources 
90. A revenue budget estimates: 
A) Future expenses 
B) Expected income or revenue 
C) Capital expenditures 
D) Employee salaries 
Answer: B) Expected income or revenue 
91. An expenditure budget estimates: 
A) Expected income 
B) Planned expenses and costs 
C) Profit margins 
D) Market share 
Answer: B) Planned expenses and costs 
92. A capital budget deals with: 
A) Day-to-day operational expenses 
B) Long-term investments in assets like 
buildings and equipment 
C) Employee salaries 
D) Office supplies 
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Answer: B) Long-term investments in assets 
like buildings and equipment 
93. An operating budget covers: 
A) Long-term capital projects 
B) Short-term, day-to-day operational expenses 
and revenues 
C) Only marketing costs 
D) Only research and development 
Answer: B) Short-term, day-to-day 
operational expenses and revenues 
94. Financial control involves: 
A) Ignoring financial data 
B) Monitoring financial performance and taking 
corrective action 
C) Spending without limits 
D) Avoiding accountability 
Answer: B) Monitoring financial 
performance and taking corrective action 
95. Accounting is the process of: 
A) Ignoring financial transactions 
B) Recording, classifying, summarizing, and 
interpreting financial transactions 
C) Spending money 
D) Avoiding taxes 
Answer: B) Recording, classifying, 
summarizing, and interpreting financial 
transactions 
96. A financial audit is: 
A) A marketing activity 
B) An independent examination of financial 
records to ensure accuracy and compliance 
C) A recruitment process 
D) A training program 
Answer: B) An independent examination of 
financial records to ensure accuracy and 
compliance 
97. An internal audit is conducted by: 
A) External auditors from another company 
B) Employees within the organization 
C) Government agencies only 
D) Shareholders 

Answer: B) Employees within the 
organization 
98. An external audit is conducted by: 
A) Internal staff 
B) Independent external auditors 
C) The marketing department 
D) The HR department 
Answer: B) Independent external auditors 
99. The Controller General of Accounts 
(CGA) in Pakistan is responsible for: 
A) Only revenue collection 
B) Maintaining and controlling government 
accounts 
C) Only budgeting 
D) Only auditing 
Answer: B) Maintaining and controlling 
government accounts 
100. The Auditor General of Pakistan (AGP) 
is responsible for: 
A) Preparing the federal budget 
B) Auditing all accounts of the federation and 
provinces 
C) Collecting taxes 
D) Managing public debt 
Answer: B) Auditing all accounts of the 
federation and provinces 
101. Zero-based budgeting requires: 
A) Starting from the previous year's budget 
B) Justifying all expenses from a zero base each 
budget cycle 
C) Automatically increasing all budgets 
D) No justification for expenses 
Answer: B) Justifying all expenses from a 
zero base each budget cycle 
102. Performance budgeting links: 
A) Budget allocations to activities and outcomes 
B) Budget to previous year's spending only 
C) Budget to employee salaries only 
D) Budget to political considerations 
Answer: A) Budget allocations to activities 
and outcomes 
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103. The line-item budget lists expenditures: 
A) By program outcomes 
B) By specific items or objects of expenditure 
(e.g., salaries, supplies) 
C) By strategic goals 
D) By department only 
Answer: B) By specific items or objects of 
expenditure (e.g., salaries, supplies) 
104. A program budget allocates funds to: 
A) Individual items like pencils 
B) Specific programs or activities 
C) Employee salaries only 
D) Capital assets only 
Answer: B) Specific programs or activities 
105. The federal budget of Pakistan is 
presented in: 
A) January 
B) June 
C) December 
D) March 
Answer: B) June 
106. The finance bill in Pakistan is presented 
by the: 
A) Prime Minister 
B) President 
C) Finance Minister 
D) Chief Justice 
Answer: C) Finance Minister 
107. The National Assembly's role in the 
budget process includes: 
A) Only rejecting the budget 
B) Debating, approving, and authorizing 
government expenditures 
C) Auditing expenditures 
D) Collecting taxes 
Answer: B) Debating, approving, and 
authorizing government expenditures 
108. A supplementary grant is: 
A) The main annual budget 
B) Additional funds sought during the year for 
unforeseen expenditures 
C) A tax reduction 

D) A loan from the IMF 
Answer: B) Additional funds sought during 
the year for unforeseen expenditures 
109. The Public Accounts Committee (PAC) 
of Parliament examines: 
A) Future budget proposals 
B) Audit reports and ensures accountability for 
public funds 
C) Tax collection only 
D) Foreign policy 
Answer: B) Audit reports and ensures 
accountability for public funds 
110. The 'Charter of Public Finance' in 
Pakistan is contained in: 
A) The Companies Act 
B) The Constitution of Pakistan 
C) The Civil Service Act 
D) The Education Policy 
Answer: B) The Constitution of Pakistan 
111. Article 118 of the Constitution deals with: 
A) Provincial budgets 
B) Annual budget statement for the Federation 
C) Education policy 
D) Defence budget 
Answer: B) Annual budget statement for the 
Federation 
112. The principle of 'economy' in financial 
administration means: 
A) Spending without limits 
B) Minimizing the cost of resources used for an 
activity 
C) Avoiding all expenditures 
D) Hiring more staff 
Answer: B) Minimizing the cost of resources 
used for an activity 
113. The principle of 'efficiency' in financial 
administration means: 
A) Maximizing input for given output 
B) Maximizing output for given input 
C) Spending more money 
D) Ignoring results 
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Answer: B) Maximizing output for given 
input 
114. The principle of 'effectiveness' in 
financial administration means: 
A) Whether the objectives have been achieved 
B) Whether the money was spent quickly 
C) Whether the process was easy 
D) Whether employees were happy 
Answer: A) Whether the objectives have been 
achieved 
115. New Public Management (NPM) 
emphasizes: 
A) Bureaucratic control 
B) Market-oriented reforms, efficiency, and 
results-based management 
C) Centralized decision-making 
D) Ignoring citizens' needs 
Answer: B) Market-oriented reforms, 
efficiency, and results-based management 
116. The financial year in Pakistan runs from: 
A) January 1 to December 31 
B) April 1 to March 31 
C) July 1 to June 30 
D) October 1 to September 30 
Answer: C) July 1 to June 30 
117. The Consolidated Fund includes: 
A) All revenues received by the government and 
loans raised 
B) Only personal income tax 
C) Only foreign aid 
D) Only provincial revenues 
Answer: A) All revenues received by the 
government and loans raised 
118. The Public Account of Pakistan includes: 
A) All revenues of the government 
B) All other public money received by or on 
behalf of the government other than the 
Consolidated Fund 
C) Only tax revenue 
D) Only defense expenditure 
Answer: B) All other public money received 

by or on behalf of the government other than 
the Consolidated Fund 
119. A 'vote on account' is: 
A) A permanent budget 
B) An advance grant for a part of the financial 
year pending the passage of the full budget 
C) A tax proposal 
D) An audit report 
Answer: B) An advance grant for a part of 
the financial year pending the passage of the 
full budget 
120. The term 'appropriation' refers to: 
A) Collecting taxes 
B) Legal authorization to withdraw money from 
the treasury for specific purposes 
C) Auditing accounts 
D) Borrowing money 
Answer: B) Legal authorization to withdraw 
money from the treasury for specific purposes 
121. The Ministry of Finance is responsible 
for: 
A) Only collecting taxes 
B) Overall financial management, policy 
formulation, and budget preparation 
C) Only auditing 
D) Only defense spending 
Answer: B) Overall financial management, 
policy formulation, and budget preparation 
122. The Planning Commission of Pakistan is 
responsible for: 
A) Preparing the annual budget 
B) Formulating national development plans and 
programs 
C) Collecting taxes 
D) Auditing government accounts 
Answer: B) Formulating national 
development plans and programs 
123. The 'Green Book' in Pakistan refers to: 
A) The audit manual 
B) The budget call circular 
C) The constitution 
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D) The tax code 
Answer: B) The budget call circular 
124. The 'Blue Book' in Pakistan refers to: 
A) The budget call circular 
B) The detailed demands for grants 
C) The audit report 
D) The finance bill 
Answer: B) The detailed demands for grants 
125. The 'White Paper' on the budget 
provides: 
A) The final budget document 
B) An explanation of the government's economic 
and financial policies 
C) The audit report 
D) The tax collection data 
Answer: B) An explanation of the 
government's economic and financial policies 
126. Treasury management involves: 
A) Printing currency 
B) Managing government cash flows, bank 
accounts, and public debt 
C) Collecting taxes only 
D) Spending without control 
Answer: B) Managing government cash 
flows, bank accounts, and public debt 
127. The State Bank of Pakistan acts as: 
A) The commercial bank for the public 
B) The banker to the government and regulator 
of the banking system 
C) The tax collection agency 
D) The audit department 
Answer: B) The banker to the government 
and regulator of the banking system 
128. Fiscal policy deals with: 
A) Interest rates 
B) Government revenue and expenditure 
decisions 
C) Money supply 
D) Foreign exchange rates 
Answer: B) Government revenue and 
expenditure decisions 

129. Monetary policy deals with: 
A) Government spending 
B) Taxation 
C) Management of money supply and interest 
rates 
D) Trade policy 
Answer: C) Management of money supply 
and interest rates 
130. A deficit budget occurs when: 
A) Revenue exceeds expenditure 
B) Expenditure exceeds revenue 
C) Revenue equals expenditure 
D) There is no revenue 
Answer: B) Expenditure exceeds revenue 
131. A surplus budget occurs when: 
A) Expenditure exceeds revenue 
B) Revenue exceeds expenditure 
C) Revenue equals expenditure 
D) There is no expenditure 
Answer: B) Revenue exceeds expenditure 
132. A balanced budget occurs when: 
A) Revenue exceeds expenditure 
B) Expenditure exceeds revenue 
C) Revenue equals expenditure 
D) There is no budget 
Answer: C) Revenue equals expenditure 
133. Public debt refers to: 
A) Personal loans 
B) Money borrowed by the government from 
internal and external sources 
C) Corporate bonds 
D) Private savings 
Answer: B) Money borrowed by the 
government from internal and external 
sources 
134. Internal debt is money borrowed: 
A) From foreign governments 
B) From within the country (citizens, banks, 
institutions) 
C) From the IMF 
D) From the World Bank 
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Answer: B) From within the country (citizens, 
banks, institutions) 
135. External debt is money borrowed: 
A) From domestic banks 
B) From foreign sources (governments, 
international financial institutions) 
C) From citizens 
D) From local corporations 
Answer: B) From foreign sources 
(governments, international financial 
institutions) 
136. The Fiscal Responsibility and Debt 
Limitation Act, 2005 aims to: 
A) Increase public debt 
B) Ensure prudent fiscal management and 
reduce debt 
C) Eliminate all taxes 
D) Increase government spending 
Answer: B) Ensure prudent fiscal 
management and reduce debt 
137. The National Finance Commission 
(NFC) Award distributes revenues between: 
A) Federal and provincial governments 
B) Federal government and private sector 
C) Provinces and local governments 
D) Public and private sectors 
Answer: A) Federal and provincial 
governments 
138. The Goods and Services Tax (GST) in 
Pakistan is primarily a: 
A) Income tax 
B) Consumption tax on goods and services 
C) Property tax 
D) Corporate tax 
Answer: B) Consumption tax on goods and 
services 
139. The Federal Board of Revenue (FBR) is 
responsible for: 
A) Spending government funds 
B) Collecting federal taxes and customs duties 
C) Auditing government accounts 
D) Preparing the national budget 

Answer: B) Collecting federal taxes and 
customs duties 
140. A performance appraisal is: 
A) A recruitment tool 
B) A systematic evaluation of an employee's job 
performance 
C) A training program 
D) A compensation plan 
Answer: B) A systematic evaluation of an 
employee's job performance 
141. The 360-degree feedback method 
involves: 
A) Feedback only from the boss 
B) Feedback from superiors, peers, subordinates, 
and self 
C) Feedback only from customers 
D) No feedback at all 
Answer: B) Feedback from superiors, peers, 
subordinates, and self 
142. Job analysis is the process of: 
A) Hiring new employees 
B) Studying and collecting information about a 
job's tasks and requirements 
C) Firing employees 
D) Training employees 
Answer: B) Studying and collecting 
information about a job's tasks and 
requirements 
143. A job description outlines: 
A) Employee qualifications 
B) Duties, responsibilities, and working 
conditions of a job 
C) Salary range 
D) Employee benefits 
Answer: B) Duties, responsibilities, and 
working conditions of a job 
144. A job specification outlines: 
A) Job duties 
B) Qualifications, skills, and attributes required 
of a job holder 
C) Working hours 
D) Office location 
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Answer: B) Qualifications, skills, and 
attributes required of a job holder 
145. Seniority-based promotion considers: 
A) Performance only 
B) Length of service as the primary criterion 
C) Educational qualifications only 
D) Age only 
Answer: B) Length of service as the primary 
criterion 
146. Merit-based promotion considers: 
A) Length of service only 
B) Performance, ability, and competence as the 
primary criteria 
C) Age only 
D) Family connections 
Answer: B) Performance, ability, and 
competence as the primary criteria 
147. A transfer may be initiated for all of the 
following reasons EXCEPT: 
A) To fill a vacancy 
B) To punish an employee 
C) To enhance employee experience 
D) To terminate employment 
Answer: D) To terminate employment 
148. Collective bargaining is a process of 
negotiation between: 
A) Two government departments 
B) Employers and a group of employees (usually 
represented by a union) 
C) Two private companies 
D) Employees only 
Answer: B) Employers and a group of 
employees (usually represented by a union) 
149. A trade union is an organization of: 
A) Employers 
B) Workers formed to protect their interests and 
improve working conditions 
C) Government officials 
D) Customers 
Answer: B) Workers formed to protect their 
interests and improve working conditions 

150. Grievance handling is a procedure for: 
A) Rewarding employees 
B) Addressing employee complaints and 
concerns 
C) Hiring new staff 
D) Training employees 
Answer: B) Addressing employee complaints 
and concerns 
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Past Papers & Most Important MCQs
1. Instrument used for measuring sample of 
behavior is? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Test 
2. Limited to quantitative description of 
pupil's performance is? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Measurement 
3. The purpose of evaluation is to make? 
A) Decision 
B) Prediction 
C) Judgment 
D) Opinion 
Answer: Judgment 
4. Evaluation that monitors learning progress 
is? 
A) Placement evaluation 
B) Formative evaluation 
C) Diagnostic evaluation 
D) Summative evaluation 
Answer: Formative evaluation 
5. A formal and systematic procedure of 
getting information is? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Assessment 
6. The process of obtaining numerical value 
is? 
A) Test 
B) Measurement 
C) Assessment 

D) Evaluation 
Answer: Measurement 
7. A sum of questions is? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Test 
8. The first step in measurement is? 
A) Decision of what to measure 
B) Development of the test 
C) Administering the test 
D) None 
Answer: Decision of what to measure 
9. The purpose of formative evaluation is? 
A) Decision of what to measure 
B) Development of the test 
C) Administering the test 
D) Monitoring progress of students 
Answer: Monitoring progress of students 
10. To assess achievement at the end of 
instruction is? 
A) Placement Assessment 
B) Formative Assessment 
C) Summative Assessment 
D) Diagnostic Assessment 
Answer: Summative Assessment 
11. Vast of all in scope? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Evaluation 
12. The least in scope is? 
A) Test 
B) Measurement 
C) Assessment 
D) Evaluation 
Answer: Test 



  MK PREPARATIONS  

 

P a g e  2 | 33 

 

  

M 
K 
 

P 
R 
E 
P 
A 
R 
A 
T 
I 
O 
N 
S 

MK PREPARATIONS: Let’s Make It Happen 
+92 333 2605045, +92 342 4470091 
 

1
7

. 
P

a
st P

a
p

e
rs &

 M
o

st Im
p

o
rta

n
t M

C
Q

s 

13. Permanent difficulties in learning are 
investigated in? 
A) Placement Assessment 
B) Formative Assessment 
C) Summative Assessment 
D) Diagnostic Assessment 
Answer: Diagnostic Assessment 
14. Broader in meaning is? 
A) Aims 
B) Objectives 
C) Instructional objectives 
D) Specific Objectives 
Answer: Aims 
15. Procedures used to determine person 
abilities is? 
A) Maximum performance test 
B) Typical performance test 
C) Norm performance test 
D) Criterion performance test 
Answer: Maximum performance test 
16. In norm referenced test the comparison is 
between? 
A) Groups 
B) Individuals 
C) Areas 
D) Interest 
Answer: Individuals 
17. In which question marking will be more 
reliable? 
A) Completion 
B) Short answer 
C) Multiple choice question 
D) Essay 
Answer: Multiple choice question 
18. Facility value of less than 0.20 means? 
A) Item is too easy 
B) Item is difficult 
C) Item is acceptable 
D) Item is easy 
Answer: Item is difficult 
19. Objective type question have advantage 
over essay type because such questions? 

A) Are easy to prepare 
B) Are easy to solve 
C) Are easy to mark 
D) None 
Answer: Are easy to mark 
20. Discrimination value of more than 0.4 
means? 
A) Item is good 
B) Item is acceptable 
C) Item is weak 
D) None 
Answer: Item is good 
21. Test involving the construction of certain 
patterns are called? 
A) Intelligence test 
B) Performance tests 
C) Scholastic test 
D) None 
Answer: Performance tests 
22. In multiple choice items the stem of the 
items should be? 
A) Large 
B) Small 
C) Meaningful 
D) None 
Answer: Meaningful 
23. Which appropriate verb will you use to 
make an objective behavioral? 
A) To know 
B) To appreciate 
C) To understand 
D) To construct 
Answer: To construct 
24. Objectives representing the purposes of 
instruction of a teacher are called? 
A) Performance 
B) Instructional 
C) Attainment 
D) None 
Answer: Instructional 
25. Running description of active behavior of 
a student as observed by the teacher is? 
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The Noun 
Definition of Noun 

A noun is a word that functions as the name of a: 
• Person: child, woman, Ali, teacher 
• Place: city, Lahore, park 
• Thing: table, car, money 
• Animal: dog, elephant, bird 
• Idea, Quality, or State: happiness, bravery, knowledge, poverty 
• Action: (Gerunds) swimming, reading, driving 

In simple terms, a noun is a naming word. The name of everything is a noun. 
Types of Nouns 

Nouns can be categorized into eight primary types for a clearer understanding of their usage. 
1. Proper Noun 
A proper noun is the specific name of a particular person, place, or thing. 

• Rule 1: It always begins with a capital letter. 
• Rule 2: It can not be changed into a plural form (e.g., There are two Ali's in my class). 

2. Common Noun 
A common noun is a general name that is common to all persons, places, or things of the same kind. 
It denotes no particular entity. 

Proper Noun Common Noun 

Ali boy 
Lahore city 
Badshahi Mosque mosque 

3. Material Noun 
A material noun is the name of a substance or matter from which things are made. These often exist in 
different states of matter: solid, liquid, gas, and plasma. Things in a solid state are sometimes called 
concrete nouns. 

• Examples: wood, gold, water, air, plastic, cement. 

4. Abstract Noun 
An abstract noun is the name of an idea, quality, state, or feeling that does not exist in a physical or 
material form. 

Examples: love, honesty, anger, childhood, poverty, wisdom. 

Material Noun Abstract Noun 

Water Honesty 

Iron Strength 

Milk Whiteness 

5. Countable Noun 
Countable nouns refer to objects or items that can be counted. They have both singular and plural forms. 

• Examples: an egg, three oranges, many chairs, several ideas. 

6. Uncountable Noun 

Chapter 1 
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Uncountable nouns (or mass nouns) refer to substances, concepts, or masses that cannot be counted as 
separate items. They are generally treated as singular. 

• Examples: sugar, milk, flour, advice, information, furniture, luggage. 

Countable Noun Uncountable Noun 

an egg sugar 

three chairs some flour 

several problems important information 

7. Collective Noun 
A collective noun is a single word that denotes a group or collection of similar individuals, considered 
as one complete whole. It shows a collective identity. 

• Examples: team, committee, class, herd, fleet, crowd, jury. 

8. Compound Noun 
A compound noun is formed by joining two or more words together to create a single noun with a new 
meaning. 

• Examples: 
 One word: toothpaste, bedroom, haircut 
 Hyphenated: mother-in-law, check-in, well-being 
 Separate words: swimming pool, post office, driving license 

Noun Correction Rules 
Rule 1: Countable Nouns and Articles 
Countable nouns can be used in both singular and plural forms. When used in the singular, they 
typically require an article (a, an, the) or another determiner (like 'this' or 'my'). 

• He is a good man. They are good men. 
• She is a kind lady. They are kind ladies. 

Rule 2: The Basic Rule for Uncountable Nouns 
Uncountable nouns have no plural form. They take a singular verb, a singular pronoun, and generally 
no indefinite article (a/an). 

• Her hair is black and it looks beautiful. 
• Jealousy is a destructive emotion. 
• Music entertains people. 

Rule 3: Using "The" with Specified Uncountable Nouns 
Uncountable nouns may take the definite article "the" when they are specified or defined in a particular 
context. 

• The jealousy of people can check our progress. 
• The water in the jug is not drinkable. 
• The air in the room is not fresh. 

Rule 4: Using "A/An" with Specified Abstract Nouns 
Some uncountable nouns, especially abstract ones like experience, honour, knowledge, and fear, can 
take the indefinite article "a/an" when they are used in a particular sense to mean "a kind of" or "an 
instance of." 

• Experience comes with time. (General sense) 
o I had a bitter experience yesterday. (Particular instance) 
• We prefer honour to everything else. (General sense) 
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o It is an honour for us to go there. (A particular honour) 
Rule 5: Nouns That Are Always Plural (I) 
Some nouns have only a plural form and always take plural verbs and pronouns. These often include 
words ending in "-s". 

• Your belongings are safe here. 
• The surroundings are beautiful. 
• Give him my congratulations. 

Rule 6: Nouns That Are Always Plural (II) - Objects with Two Parts 
Things that are considered to have two main parts are also treated as plural nouns. 

• These scissors are dull. 
• My trousers are torn. 
• His glasses are new. 

Rule 7: Nouns that are Plural in Meaning 
Some nouns appear to be singular but are treated as plural and take plural verbs and pronouns. 

• The police are investigating the case. 
• The poultry are being fed. 
• The cattle are grazing in the field. 
• People are waiting outside. 

Rule 8: Nouns that are Singular in Meaning 
Some nouns appear to be plural in form (ending in "-s") but are actually singular in meaning and take 
singular verbs and pronouns. These often include names of academic subjects, games, and diseases. 

• This news is surprising. 
• Politics is a complicated field. 
• Physics has always been my favorite subject. 
• Measles is a contagious disease. 

Rule 9: Quantifying Uncountable Nouns 
Since uncountable nouns cannot be counted directly, we use specific phrases to express quantity. 

• two pieces of advice 
• three slices of bread 
• several articles of furniture 
• many pieces of mail/information 

Rule 10: Collective Nouns – Singular or Plural Verb 
A collective noun can take a singular verb when the group is acting as a single unit. It takes a plural 
verb when the focus is on the individual members acting separately. 

• The team has won the championship. (The team as one unit) 
• The team are arguing about the strategy. (Individual team members) 

Rule 11: Nouns with Identical Singular and Plural Forms 
Some nouns have the same form for both singular and plural. The meaning is determined by the context 
and verb used. 

• That sheep is white. | Those sheep are black. 
• A deer was spotted. | Many deer were spotted. 
• I caught a fish. | I caught five fish. 

Rule 12: Plural of Foreign Origin Nouns 
Many nouns borrowed from Latin and Greek retain their original plural forms. 

• -is → -es: analysis → analyses, crisis → crises, basis → bases 
• -um → -a: datum → data, bacterium → bacteria, curriculum → curricula 
• -us → -i: syllabus → syllabi, nucleus → nuclei, fungus → fungi 
• -a → -ae: formula → formulae/formulas, vertebra → vertebrae 
• -ex/-ix → -ices: index → indices/indexes, matrix → matrices 
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Rule 13: Subject-Verb Agreement with "Number of" vs. "A Number of" 
The phrases "the number of" and "a number of" are followed by different verb forms. 

• The number of students is increasing. (Refers to the number itself, which is singular) 
• A number of students are absent today. (Means "several," referring to the students, which is plural) 

Rule 14: Nouns Ending in "-ics" (Academic Subjects) 
Names of academic subjects ending in "-ics" are generally singular. However, when they refer to 
specific activities, qualities, or practical applications, they can be plural. 

• Mathematics is easy for her. (As a field of study) 
• Her mathematics are weak. (Referring to her mathematical skills/calculations) 

Rule 15: Agreement with Paired Nouns 
When two or more singular nouns are connected by "and" and refer to the same person or thing, they 
take a singular verb. Otherwise, they take a plural verb. 

• Bread and butter is my favorite breakfast. (Treated as a single item) 
• The principal and secretary has arrived. (One person holding both positions) 
• The principal and the secretary have arrived. (Two different persons)

  
Practice MCQ 

1. Identify the type of noun for the word 
"team" in the sentence: "The team won 
the championship." 
A. Common Noun 
B. Collective Noun 
C. Abstract Noun 
D. Compound Noun 
Answer: B 
2. Which of the following is an abstract 
noun? 
A. Water 
B. Honesty 
C. Lahore 
D. Chair 
Answer: B 
3. Choose the correct sentence according 
to noun rules. 
A. The scissor is on the table. 
B. The scissors is on the table. 
C. The scissors are on the table. 
D. A scissor are on the table. 
Answer: C 
4. The noun "poultry" in the sentence 
"The poultry are being fed" is an 
example of a noun that: 
A. Is always singular 
B. Appears singular but takes a plural verb 
C. Is a material noun 
D. Is uncountable 
Answer: B 

5. Which of the following nouns is always 
plural in form and takes a plural verb? 
A. News 
B. Economics 
C. Trousers 
D. Politics 
Answer: C 
6. Identify the compound noun. 
A. Beautifully 
B. Swimming pool 
C. Quickly 
D. Happiness 
Answer: B 
7. Select the sentence where an 
uncountable noun is used correctly. 
A. She gave me some good advices. 
B. The furnitures in this room are new. 
C. Her hair are long and black. 
D. The information provided was incorrect. 
Answer: D 
8. The word "people" in "Many people 
attend the fair" is a noun that: 
A. Is singular 
B. Appears singular but takes a plural verb 
C. Is a collective noun 
D. Is a proper noun 
Answer: B 
9. The use of the indefinite article 'a' with 
the normally uncountable noun 
'experience' in the sentence "I had a 
bitter experience" is justified because: 

A. The noun is used in a 
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general sense to refer to the concept as a 
whole. 
B. The noun is specified and particularized, 
referring to a single instance or kind of that 
concept. 
C. All abstract nouns can take indefinite 
articles. 
D. The noun is being used as a proper noun 
in this context. 
Answer: B 
10. Identify the material noun from the 
list below. 
A. Anger 
B. Love 
C. Wood 
D. Crowd 
Answer: C 
11. The sentence "The committee ______ 
divided in their opinions" requires a 
plural verb because: 
A. The collective noun "committee" is 
always treated as plural. 
B. The focus is on the individual members 
within the group acting separately, not as a 
single unit. 
C. The word "opinions" that follows forces 
the verb to be plural. 
D. It is preceded by the definite article "the". 
Answer: B 
12. Which of the following is a common 
noun? 
A. Ali 
B. Badshahi Mosque 
C. Boy 
D. Lahore 
Answer: C 
13. The grammatical structure "three 
pieces of mail" is used because the noun 
'mail' is: 
A. A collective noun that must be quantified 
individually. 
B. An uncountable noun that requires a 
counter or a unit of measurement to express 
plurality. 
C. A countable noun that has an irregular 
plural form. 
D. A compound noun that is always used in 
the singular.  
Answer: B 

14. Select the sentence with a correct 
subject-verb agreement for a noun that 
appears plural but is singular. 
A. Physics are a difficult subject. 
B. Mathematics are my favorite. 
C. The news are at ten. 
D. Politics is a complex field. 
Answer: D 
15. Which of the following statements 
about the noun 'series' is CORRECT? 
A. It is a noun that appears plural and 
always takes a plural verb. 
B. It is a noun that appears singular but must 
always take a plural verb. 
C. It is a noun that can be both singular and 
plural in form and usage, depending on the 
context. 
D. It is an uncountable noun and therefore 
has no plural form. 
Answer: C 
16. The noun "surroundings" falls under 
which category? 
A. Nouns that have only a plural form 
B. Abstract Nouns 
C. Compound Nouns 
D. Material Nouns 
Answer: A 
17. In the sentence "The jealousy of her 
friend was obvious," the article "the" is 
used with "jealousy" because: 
A. It is a countable noun 
B. It is specified 
C. It is a proper noun 
D. It is always used with 'the' 
Answer: B 
18. Identify the uncountable noun from 
the options. 
A. Egg 
B. Orange 
C. Sugar 
D. Chair 
Answer: C 
19. Which sentence violates the noun 
correction rules? 
A. His savings are enough for retirement. 
B. The cattle is grazing in the field. 
C. These trousers are too long. 
D. The police have arrested the suspect. 
Answer: B (Cattle takes a plural verb) 
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20. The word "mumps" is an example of 
a noun that: 
A. Is always plural 
B. Appears plural but is singular 
C. Is a collective noun 
D. Is a compound noun 
Answer: B 
21. According to the rules, which noun 
can be used with an indefinite article in a 
particular sense? 
A. Water 
B. Music 
C. Experience 
D. Hair 
Answer: C 
22. "A group of students" - The word 
"group" is a: 
A. Common Noun 
B. Collective Noun 
C. Compound Noun 
D. Abstract Noun 
Answer: B 

23. Choose the correct sentence. 
A. The scenery of Swat are beautiful. 
B. The scenery of Swat is beautiful. 
C. A scenery of Swat is beautiful. 
D. Sceneries of Swat are beautiful. 
Answer: B 
24. Which of the following is NOT a 
collective noun? 
A. Team 
B. Class 
C. Honesty 
D. Committee 
Answer: C 
25. The noun "bread" in "a few slices of 
bread" is: 
A. Countable 
B. Uncountable 
C. Collective 
D. Abstract 
Answer: B
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The Pronoun 
Definition of Pronoun 
A pronoun is a word used in place of a noun or a noun phrase to avoid repetition. It refers to a noun 
that has been mentioned before or is clearly understood from the context. 

• Example: "Ali is a doctor. He works in a hospital." (The pronoun "He" replaces the noun "Ali"). 
Types of Pronouns 
Pronouns can be categorized into nine main types: 

1. Personal Pronoun 
2. Possessive Pronoun 
3. Reflexive Pronoun 
4. Demonstrative Pronoun 
5. Indefinite Pronoun 
6. Relative Pronoun 
7. Interrogative Pronoun 
8. Distributive Pronoun 
9. Reciprocal Pronoun 

1. Personal Pronoun 
Personal pronouns refer to specific people or things and change form based on person (first, second, 
third), number (singular, plural), case (subject, object), and gender (he, she, it). 

Person 
Subject 
Pronoun 

Object 
Pronoun 

Possessive 
Adjective 

Possessive 
Pronoun 

Reflexive 
Pronoun 

First (Singular) I me my mine myself 

First (Plural) we us our ours ourselves 

Second 
(Singular/Plural) 

you you your yours yourself / 
yourselves 

Third (Masc.) he him his his himself 

Third (Fem.) she her her hers herself 

Third (Neutral) it it its its itself 

Third (Plural) they them their theirs themselves 
2. Possessive Pronoun 
A possessive pronoun shows ownership and is used when the noun is not expressed. 

• Examples: mine, his, hers, ours, yours, theirs. 
• This is my book. That one is yours (your book). 
• Their house is big, but ours (our house) is more comfortable. 

3. Reflexive Pronoun 
A reflexive pronoun ends in -self or -selves and is used when the subject and the object of a verb are the 
same person or thing. 

• Examples: myself, ourselves, yourself, yourselves, himself, herself, itself, themselves. 
• She taught herself how to play the guitar. 
• The cat cleaned itself. 

4. Demonstrative Pronoun 
A demonstrative pronoun points to a specific noun (its antecedent) and replaces it. 

Chapter 2 
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• This book is mine. (Pronoun, noun is implied) 
Rule 4: Possessive with Body Parts 
Use a possessive adjective, not the definite article 'the', when referring to body parts and personal 
belongings. 

• She broke her arm. (Not "the arm") 
• He lost his phone. 

Rule 5: Subject Pronoun after Conjunctions 
Use a subject pronoun after conjunctions like than, as, but. 

• He is taller than I (am). 
• She works as hard as he (does). 

Rule 6: 'As' vs. 'Like' 
As (a conjunction) is followed by a subject pronoun. Like (a preposition) is followed by an object 
pronoun. 

• They passed the exam, as we (did). 
• Everybody comes late like me. 

Rule 7: Who vs. Which vs. That 
• Who refers to people. 
• Which refers to animals and things. 
• That can refer to people, animals, and things. 
• The man who called is my boss. 
• The book, which is on the table, is mine. 
• This is the car that I want to buy. 

Rule 8: Restrictive vs. Non-Restrictive Clauses 
• Use who or which after a comma for non-essential (non-restrictive) information. 
• Use that without a comma for essential (restrictive) information. 'That' can often be omitted. 
• My brother, who lives in London, is a doctor. (Extra info) 
• The book that you lent me is fantastic. (Essential info) 

Rule 9: Who vs. Whom 
• Who is used as the subject of a verb (like 'he'). 
• Whom is used as the object of a verb or preposition (like 'him'). 
• Who wrote this letter? (He wrote) 
• Whom did you meet? (You met him) 

Rule 10: Placement of Relative Pronouns 
Place the relative pronoun immediately after its antecedent to avoid confusion. 

• Incorrect: The book is on the table that I bought. 
• Correct: The book that I bought is on the table. 

Rule 11: Avoiding Ambiguous Pronouns 
Ensure the pronoun clearly refers to only one antecedent. 

• Ambiguous: Maria told Ayesha that she was late. 
• Clear: Maria told Ayesha, "I am late." 

Rule 12: Reflexive for Same Subject-Object 
Use a reflexive pronoun when the subject and object are the same. 

• The students can correct themselves. 
Rule 13: Emphatic Pronouns 
Use a reflexive pronoun for emphasis (emphatic pronoun). It can be removed without changing the core 
meaning of the sentence. 

• I myself built this house. 
• The CEO himself announced the news. 

Rule 14: Pronoun Order (Politeness) 
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For positive/pleasant contexts: You, He/She, and I. 
• For negative contexts (like admitting fault): I, He/She, and You. 
• You, he, and I are invited to the party. 
• I, he, and you are responsible for this mistake.

Practice MCQs 
1. Choose the sentence that is grammatically 
correct. 
A. This matter is between you and I. 
B. This matter is between you and me. 
C. This matter is between yourself and myself. 
D. This matter is among you and I. 
Answer: B 
2. Which of the following is a distributive 
pronoun? 
A. Themselves 
B. Someone 
C. Each 
D. This 
Answer: C 
3. Identify the sentence with the correct use of 
a relative pronoun. 
A. The man which called is my uncle. 
B. The man, that called, is my uncle. 
C. The man who called is my uncle. 
D. The man whom called is my uncle. 
Answer: C 
4. Fill in the blank: She is smarter than ___. 
A. me 
B. I 
C. myself 
D. mine 
Answer: B 
5. The grammatical error in the sentence "She 
told her mother that she was wrong" is related 
to: 
A. The misuse of a possessive adjective. 
B. The omission of a reflexive pronoun. 
C. The use of an ambiguous pronoun. 
D. The incorrect case of a personal pronoun. 
Answer: C 
6. Select the correct possessive form: That 
book is ___. 
A. your's 
B. yours 
C. your 
D. you'res 
Answer: B 

7. In the sentence "One should always respect 
___ elders," the correct pronoun is: 
A. his 
B. one's 
C. their 
D. your 
Answer: B 
8. The pronoun in "The two rivals blamed 
each other" is a/an: 
A. Reciprocal pronoun 
B. Reflexive pronoun 
C. Indefinite pronoun 
D. Demonstrative pronoun 
Answer: A 
9. Choose the sentence with the correct 
pronoun order for a positive context. 
A. I, you, and he must collaborate on the project. 
B. You, I, and he must collaborate on the project. 
C. You, he, and I must collaborate on the project. 
D. He, you, and I must collaborate on the project. 
Answer: C 
10. Identify the interrogative pronoun in the 
following sentence: "Whose is this notebook?" 
A. Whose 
B. this 
C. is 
D. notebook 
Answer: A 
11. Which of the following sentences uses a 
reflexive pronoun correctly? 
A. He bought himself a new car. 
B. He bought hisself a new car. 
C. He bought him a new car. 
D. He bought he a new car. 
Answer: A 
12. Select the correct sentence: 
A. Whom do you think will win the election? 
B. Who do you think will win the election? 
C. Which do you think will win the election? 
D. Whose do you think will win the election? 
Answer: B 
13. The pronoun "who" in the sentence "The 
student who studies hard will succeed" is a: 

A. Interrogative Pronoun 
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The Verb 
Definition of Verb 
A verb is fundamentally a word that denotes an action (run, synthesize), indicates a state of being (is, 
exist), or describes an occurrence (happen, become). It forms the essential predicate that tells something 
about the subject. 
A Conceptual Classification of Verb 
Understanding verb types is crucial for mastering sentence structure, tense usage, and voice. 
1. Transitive Verbs: The Action Transferers 

A transitive verb requires one or more objects to complete its meaning. The action originates with 
the subject and is transferred to an object. 

• Example 1: The scientist conducted the experiment. 
o Analysis: The verb "conducted" is meaningless without its object "the experiment." It answers 

"conducted what?" 
• Example 2: The author wrote a compelling novel. 
o Analysis: "Wrote" requires the object "a compelling novel" to complete the thought. 

2. Intransitive Verbs: The Self-Contained Actions 
An intransitive verb expresses a complete action without transferring that action to an object. It may 
be followed by an adverb, a prepositional phrase, or nothing. 

• Example 1: The results emerged slowly. 
o Analysis: The verb "emerged" is complete in itself. "Slowly" merely modifies the action; it is not an 

object. 
• Example 2: All the guests arrived before noon. 
o Analysis: "Arrived" does not need an object; "before noon" is a prepositional phrase indicating time. 

3. Ditransitive Verbs: The Double Object Handlers 
A subset of transitive verbs that take two objects: a direct object (the thing that is given/told) and 
an indirect object (the person/thing that receives it). 

• Structure: Subject + Verb + Indirect Object + Direct Object 
• Example 1: She gave the student a book. 
o Analysis: "A book" (Direct Object - what was given), "the student" (Indirect Object - to whom it was 

given). 
• Example 2: The manager offered his team a new proposal. 
o Analysis: "A new proposal" (Direct Object), "his team" (Indirect Object). 

4. Linking (Copular) Verbs: The Connectors 
Linking verbs do not express action. Instead, they link the subject to a subject complement—a 
word or phrase that renames or describes the subject. 

• Common Linking Verbs: be, become, seem, appear, feel, look, sound, smell, taste, remain, stay, grow, 
turn, prove. 

• Example 1: His hypothesis proved correct. 
o Analysis: "Proved" connects the subject "hypothesis" to the adjective "correct," which describes it. 
• Example 2: She became a renowned scientist. 
o Analysis: "Became" links the subject "She" to the noun phrase "a renowned scientist," which renames 

her. 
5. Causative Verbs: The Instigators 

Causative verbs indicate that the subject causes someone else to perform an action. The three 
primary causatives (make, have, get) differ in force and structure. 

• Make + Agent + Base Form: Implies force or compulsion. 
o Example 1: The manager made the team work overtime. 

Chapter 3 
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o Example 2: The strict regulations made the company change its policy. 
• Have + Agent + Base Form: Implies delegation or arrangement. 
o Example 1: I had the technician install the software. 
o Example 2: She had her assistant draft the report. 
• Get + Agent + To-Infinitive: Implies persuasion or effort. 
o Example 1: She got her brother to help her move. 
o Example 2: They finally got the government to listen to their demands. 

6. Auxiliary (Helping) Verbs: The Tense and Mood Formers 
Auxiliary verbs are used in conjunction with a main verb to express grammatical nuances of tense, 
mood, and voice. 

• Primary Auxiliaries: be, have, do. They can also function as main verbs. 
o Example (Tense): They are discussing the proposal. (Present Continuous) 
o Example (Voice): The proposal was discussed by them. (Passive Voice) 
• Modal Auxiliaries: can, could, will, would, shall, should, may, might, must. They express ability, 

permission, possibility, necessity, or obligation. 
o Example (Obligation): Candidates must submit the form by Friday. 
o Example (Possibility): It might rain later today. 

Verb Forms:  
Base Form (V1) Past Simple (V2) Past Participle (V3) Present Participle (V4) 

abide abode abode abiding 

arise arose arisen arising 

awake awoke awoken awaking 

be was/were been being 

bear bore borne bearing 

beat beat beaten beating 

become became become becoming 

begin began begun beginning 

bend bent bent bending 

bet bet bet betting 

bid bid bid bidding 

bind bound bound binding 
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o Correct: They refused to accept the terms. 
• Verbs that can take both (with change in meaning): remember, forget, stop, try, regret. 
o I stopped to smoke. (I stopped another activity in order to smoke.) 
o I stopped smoking. (I quit the habit of smoking.) 
o I remembered to lock the door. (I didn't forget to lock it.) 
o I remember locking the door. (I have a memory of doing it.) 

Rule 2: The 'Enjoy' Paradigm and Reflexive Usage 
The verb enjoy is always followed by a gerund, not an infinitive. When referring to a pleasurable 
experience had by the subject, it can take a reflexive pronoun (myself, yourself). 

• Incorrect: We enjoyed to travel. 
• Correct: We enjoyed traveling. 
• Incorrect: He enjoys to read historical fiction. 
• Correct: He enjoys reading historical fiction. 
• Correct (Reflexive): We really enjoyed ourselves at the concert. 
• Correct (Reflexive): Did you enjoy yourself at the party? 

Rule 3: Verbs That Typically Exclude Reflexive Pronouns 
In English, many actions are inherently understood as being performed by the subject upon themselves. 
Adding a reflexive pronoun is often redundant and unidiomatic. Such verbs include: bathe, concentrate, 
dress, hide, qualify, relax, rest, shave, spread, stop, wake. 

• Unidiomatic: He hid himself behind the tree. 
• Idiomatic: He hid behind the tree. 
• Unidiomatic: You need to prepare yourself for the exam. 
• Idiomatic: You need to prepare for the exam. 
• Unidiomatic: She dressed herself quickly. 
• Idiomatic: She dressed quickly. 

Rule 4: Distinguishing Tricky Verb Pairs 
Master the distinction between these commonly confused pairs: 

• Lie vs. Lay : 
o Lie means to recline. (lie, lay, lain). Please lie down. / He lay on the bed yesterday. / He has lain there 

for hours. 
o Lay means to put or place something. (lay, laid, laid). Please lay the files on the desk. / She laid the baby 

in the crib. / They have laid the foundation. 
• Rise vs. Raise : 
o Rise means to move upward on its own. (rise, rose, risen). *The sun will rise at 6 AM. / Prices rose 

significantly. / The dough has risen well.* 
o Raise means to lift something else up. (raise, raised, raised). Please raise your hand. / They raised their 

voices. / We have raised enough funds. 
• Sit vs. Set: 
o Sit means to be seated. (sit, sat, sat). Please sit here. / She sat on the chair. / He has sat there all day. 
o Set means to place something. (set, set, set). Please set the timer. / He set the book on the table. / She 

has set the rules. 
Rule 5: The Principle of Subject-Verb Agreement 
The verb must agree with its subject in number (singular/plural), regardless of intervening phrases. 

• Intervening Phrases: Ignore phrases beginning with as well as, along with, together with, in addition 
to. 

o Example: The CEO, along with her advisors, is attending. (Subject is "CEO") 
o Example: The project, in addition to all its sub-tasks, requires approval. (Subject is "project") 
• Indefinite Pronouns: Each, every, either, neither, anyone, everybody, someone are singular. 
o Example: Each of the candidates has submitted a portfolio. 
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Practice MCQs 
1. Identify the type of verb in: "She 
became a doctor after years of study." 
A. Transitive Verb 
B. Intransitive Verb 
C. Linking Verb 
D. Causative Verb 
Answer: C 
2. Which sentence uses a ditransitive verb? 
A. The sun rises in the east. 
B. She sang a beautiful song. 
C. He told the children a story. 
D. They arrived late. 
Answer: C 
3. Choose the correct causative structure: 
A. I made him to apologize. 
B. I had him apologize. 
C. I got him apologize. 
D. I let him to leave. 
Answer: B 
4. The verb in "The flowers smell 
wonderful" is: 
A. Transitive 
B. Intransitive 
C. Linking 
D. Auxiliary 
Answer: C 
5. Which verb is followed by a gerund? 
A. decide 
B. want 
C. avoid 
D. hope 
Answer: C 
6. Select the correct sentence: 
A. She suggested to go early. 
B. She suggested going early. 
C. She suggested go early. 
D. She suggested to going early. 
Answer: B 
7. Identify the intransitive verb: 
A. write 
B. build 
C. arrive 
D. make 
Answer: C 
8. "The committee has reached its 
decision." Here 'has' is: 
A. Main verb 

B. Primary auxiliary 
C. Modal auxiliary 
D. Linking verb 
Answer: B 
9. Which sentence shows correct verb 
agreement? 
A. The list of items are long. 
B. Each of the students are present. 
C. Neither answer is correct. 
D. The team are winning. 
Answer: C 
10. Choose the correct past participle 
form: 
A. swimmed 
B. swam 
C. swum 
D. swim 
Answer: C 
11. The error in "She laid on the bed all 
day" is: 
A. Wrong tense 
B. Wrong verb form 
C. Missing object 
D. Subject-verb disagreement 
Answer: B (Should be 'lay') 
12. Which modal verb expresses necessity? 
A. can 
B. may 
C. must 
D. might 
Answer: C 
13. Identify the transitive verb: 
A. sleep 
B. laugh 
C. eat 
D. exist 
Answer: C 
14. "I got him to confess." This uses: 
A. Transitive verb 
B. Causative verb 
C. Linking verb 
D. Intransitive verb 
Answer: B 
15. Which verb takes an infinitive? 
A. enjoy 
B. finish 
C. plan 
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 Subject-Verb Agreement 
Introduction 
Subject-verb agreement is a fundamental rule of English grammar. It states that the verb in a sentence 
must agree in number with its subject. A singular subject requires a singular verb, and a plural subject 
requires a plural verb. This chapter outlines the key rules and exceptions to ensure grammatical accuracy 
in your writing and speech. 
Subject Verb Agreement Correction Rules 
Rule 1: The Interrupting Phrase 
When the subject is followed by a phrase like as well as, along with, together with, in addition to, 
including, besides, or accompanied by, the verb agrees with the original subject, not the noun in the 
phrase. 

• The manager, as well as the team members, is attending the conference. 
• My parents, along with my uncle, are visiting us. 

Rule 2: Compound Subjects with "And" 
• General Rule: Two or more subjects joined by and take a plural verb. 
o Ali and Sana are studying for the exam. 
• Exception: When the compound subject refers to a single idea or item, use a singular verb. 
o Bread and butter is a common breakfast. (One food item) 
o My friend and mentor has left the company. (One person) 

Rule 3: Indefinite Pronouns 
The following indefinite pronouns always take a singular verb: 
each, either, neither, anyone, anybody, anything, everyone, everybody, everything, someone, somebody, 
something, no one, nobody, nothing. 

• Everyone in the office has a assigned parking space. 
• Neither of the answers is correct. 
• Each of the students has passed the test. 

Note on "None": "None" can be singular or plural. However, it is often treated as singular, especially 
in formal writing. 

• None of the information was useful. (Singular) 
• None of the options are acceptable. (Plural, implying "not any") 

Rule 4: Flexible Quantity Words 
The pronouns all, any, more, most, and some can be singular or plural, depending on whether they refer 
to a countable or uncountable noun. 

• All the water has evaporated. (Uncountable = Singular Verb) 
• All the students have left. (Countable = Plural Verb) 
• Some of the advice was helpful. (Uncountable) 
• Some of the books were missing. (Countable) 

Rule 5: Collective Nouns 
A collective noun (e.g., team, jury, crowd, committee, family) can be singular or plural. 

• Use a singular verb when the group acts as a single unit. 
o The jury has reached its verdict. 
• Use a plural verb when the members of the group are acting individually. 
o The jury are still debating their opinions. 

Rule 6: "A Number" vs. "The Number" 
• A number of... means "many" and takes a plural verb. 
o A number of students were absent today. 
• The number of... refers to a specific figure and takes a singular verb. 

Chapter 4 
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o The number of absent students was surprisingly high. 
Rule 7: Amounts and Quantities 
When a plural noun refers to a single amount, quantity, or unit, it takes a singular verb. 

• Fifty dollars is too much to pay for that. 
• Three years seems like a long time to wait. 
• Two-thirds of the city was without power. 

Rule 8: Titles and Names 
The titles of books, movies, companies, and countries are always singular, even if they contain 
plural words. 

• "Great Expectations" is a classic novel. 
• Feroze Sons is a well-known publisher. 

Rule 9: "Many" vs. "Many A" 
• Many is always plural. 
o Many athletes compete for the prize. 
• Many a is always singular and is followed by a singular noun and verb (though it has a plural meaning). 
o Many an athlete competes for the prize. 

Rule 10: "Or," "Nor," "Either...Or," "Neither...Nor" 
When subjects are joined by or, nor, either...or, or neither...nor, the verb agrees with the subject 
closest to it. 

• Neither the teacher nor the students are in the classroom. 
• Neither the students nor the teacher is in the classroom. 

Rule 11: "Here," "There," and "Where" 
In sentences beginning with here, there, or where, the verb agrees with the true subject that comes 
after it. 

• There are many reasons for this decision. 
• Here is the file you requested. 

Rule 12: Relative Pronouns ("Who," "Which," "That") 
The verb in a relative clause should agree with the pronoun's antecedent (the word it refers to). 

• I respect the woman who works hard. ("Who" refers to "woman," so the verb is singular) 
• I respect the women who work hard. ("Who" refers to "women," so the verb is plural) 

Practice MCQs 
1. The criteria for selection ______ 

significantly more rigorous this year. 
(a) is 
(b) are 
(c) was 
(d) were 
Answer: (b) are 

2. A series of lectures on quantum mechanics 
______ scheduled for this semester. 
(a) is 
(b) are 
(c) have been 
(d) were 
Answer: (a) is 

3. Neither the shareholders nor the CEO 
______ content with the quarterly report. 
(a) is 

(b) are 
(c) were 
(d) have been 
Answer: (a) is 

4. The number of applicants for the 
prestigious fellowship ______ exceeded 
expectations. 
(a) have 
(b) has 
(c) are 
(d) were 
Answer: (b) has 

5. Fifty percent of the data ______ been 
corrupted and ______ unrecoverable. 
(a) has, is 
(b) have, are 
(c) has, are 
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 The Adverb 
Definition of Adverb 
An adverb is a word that modifies (qualifies) a verb, an adjective, another adverb, a preposition, a 
conjunction, or even an entire sentence. It provides additional information about time, manner, place, 
frequency, degree, and certainty. 
Core Function: To add descriptive detail to show how, when, where, why, or to what extent something 
happens. 

The Versatile Roles of an Adverb 
Adverbs can modify various parts of speech: 
 Modifying a Verb: 

• She sang beautifully. 
• He runs quickly. 

 Modifying an Adjective: 
• She is extremely intelligent. 
• This is a very interesting book. 

 Modifying Another Adverb: 
• He works incredibly efficiently. 
• She spoke almost inaudibly. 

 Modifying a Preposition: 
• The ball landed just inside the boundary. 
• He arrived shortly after noon. 

 Modifying a Conjunction: 
• I like him, simply because he is honest. 
• She left soon after the meeting began. 

 Modifying an Entire Sentence: 
• Fortunately, the weather remained clear. 

Types of Adverb 
Adverbs can be categorized based on the specific information they provide. 

1. Adverbs of Manner 
Describe how an action is performed. 

• Questions Answered: How? In what manner? 
• Examples: quickly, slowly, carefully, beautifully, well, fast 
• He solved the problem efficiently. 
• They danced gracefully. 

2. Adverbs of Place 
Describe where an action occurs. 

• Questions Answered: Where? Where to? 
• Examples: here, there, everywhere, somewhere, inside, outside 
• Please wait outside. 
• The children are playing upstairs. 

3. Adverbs of Time 
Describe when an action occurs. 

• Questions Answered: When? How long? How often? 
• Examples: now, then, today, yesterday, soon, already, yet 

Chapter 5 
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Practice MCQs 
1. Identify the type of adverb in the 
sentence: "He will probably complete the 
project by tomorrow." 
A. Adverb of Manner 
B. Adverb of Time 
C. Adverb of Affirmation 
D. Adverb of Degree 
Answer: C 
2. Choose the sentence with the correct 
adverb order: 
A. She sang beautifully at the concert last 
night. 
B. She sang at the concert beautifully last 
night. 
C. She beautifully sang last night at the 
concert. 
D. Last night at the concert she sang 
beautifully. 
Answer: A 
3. The error in the sentence "I am very 
pleased to meet you" is: 
A. Incorrect use of 'very' 
B. Incorrect verb tense 
C. Wrong pronoun 
D. No error 
Answer: A (Should be 'much pleased') 
4. Which sentence uses the correct 
comparative form of the adverb? 
A. She works more harder than anyone else. 
B. She works harder than anyone else. 
C. She works more hard than anyone else. 
D. She works hardest than anyone else. 
Answer: B 
5. Identify the relative adverb in: "I 
remember the day when we first met." 
A. I 
B. remember 
C. day 
D. when 
Answer: D 
6. The sentence "He reached the station 
lately" is incorrect because: 
A. 'lately' means recently, not 'late' 
B. Wrong preposition 
C. Incorrect verb form 
D. Missing article 
Answer: A 

7. Choose the correct negative inversion: 
A. Hardly had I left when the storm began. 
B. Hardly I had left when the storm began. 
C. Hardly I left when the storm began. 
D. I had left hardly when the storm began. 
Answer: A 
8. Which adverb modifies the entire 
sentence? 
A. quickly 
B. here 
C. unfortunately 
D. very 
Answer: C 
9. The error in "She is too beautiful" is 
that: 
A. 'too' implies excess and should be 'very' 
B. Wrong adjective form 
C. Incorrect verb agreement 
D. No error 
Answer: A 
10. Identify the adverb of degree: "The 
project is almost complete." 
A. project 
B. is 
C. almost 
D. complete 
Answer: C 
11. Which sentence demonstrates correct 
use of 'much' and 'very'? 
A. I am very much tired after the long journey. 
B. I am very tired after the long journey. 
C. I am much tired after the long journey. 
D. Both A and B are correct. 
Answer: B 
12. Choose the correct superlative form: 
"Of all the students, she solves problems 
_____." 
A. most intelligently 
B. intelligentlyest 
C. more intelligently 
D. most intelligent 
Answer: A 
13. Identify the adverb modifying a 
preposition: "The ball landed just outside 
the boundary." 
A. ball 
B. landed 

C. just 
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 The Adjective 
Definition of Adjective 
An adjective is a word that modifies a noun or a pronoun by describing, identifying, or quantifying it. It 
adds meaning by answering questions like What kind? Which one? How many? or How much? 
Core Function: To provide more information about a noun or pronoun. 
Placement Rules: 

1. Before a Noun (Attributive Position): A brilliant idea, the blue sky 
2. After a Linking Verb (Predicative Position): The idea is brilliant. The sky appears blue. 

Types of Adjective 
Adjectives can be categorized based on their specific function and meaning. 

1. Proper Adjective 
Formed from proper nouns and used to describe something related to that noun. 

• Examples: Chinese food, Pakistani culture, Victorian era, Shakespearean drama 

2. Descriptive Adjective (Adjective of Quality) 
Describes the quality, state, or kind of a noun. 
Examples: a brave soldier, a sick patient, a beautiful painting, an honest person 

3. Adjective of Quantity 
Indicates the amount or quantity of a noun (used with uncountable nouns). 
Examples: some water, much effort, little hope, enough time, all people 

4. Adjective of Number (Numeral Adjective) 
Shows the number or order of nouns (used with countable nouns). 

• Definite Numeral: one, two, first, second (shows exact number) 
• Indefinite Numeral: many, few, several, some (shows approximate number) 
• Distributive Numeral: each, every, either, neither (refers to individual members) 

5. Demonstrative Adjective 
Points out or demonstrates which specific noun is being referred to. 

• Definite Demonstrative: this, that, these, those, the 
• Indefinite Demonstrative: a, an, any, one, certain, some, other, another 

6. Interrogative Adjective 
Used with a noun to ask a question. 
Examples: Which book do you prefer? Whose bag is this? What time is it? 

7. Possessive Adjective 
Shows possession or ownership. 
Examples: my book, your pen, his car, her dress, our house, their garden 

Degrees of Comparison 
Most descriptive adjectives, along with much/many and little/few, have three degrees of comparison. 

1. Positive Degree 
• The base form of the adjective. 
• Used when no comparison is made. 
• Example: This is a long road. She is intelligent. 

Chapter 6 
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• Good is an adjective: She is a good singer. This tastes good. 
• Well is usually an adverb: She sings well. He plays well. 
• Exception: Well can be an adjective meaning "in good health": I don't feel well. 

Rule 4: Avoiding Double Comparatives and Superlatives 
• Incorrect: This is the most finest jewel. 
• Correct: This is the finest jewel. 
• Incorrect: She is more taller than me. 
• Correct: She is taller than me. 

Rule 5: 'Few' vs. 'Little' 
• Few/A Few/The Few: Used with countable plural nouns. 
o Few books (not many), a few books (some), the few books (the specific small number) 
• Little/A Little/The Little: Used with uncountable nouns. 
o Little water (not much), a little water (some), the little water (the specific small amount) 

Rule 6: Absolute Adjectives (Non-Gradable) 
Some adjectives represent an absolute or perfect state and should not be used in comparative or 
superlative forms. 

• Common Absolute Adjectives: perfect, unique, universal, ideal, chief, excellent, extreme, utmost, 
worldwide, complete, round, square, eternal, fatal 

• Incorrect: This is the most perfect score. 
• Correct: This is a perfect score. 

Rule 7: Comparatives Taking 'To' Instead of 'Than' 
Some comparative adjectives are followed by to, not than. 

• These adjectives take 'to': superior, inferior, senior, junior, prior, elder, preferable 
• Examples: He is senior to me. This model is superior to that one. 

Rule 8: Participle Adjectives 
• Present Participle (-ing): Describes the cause of a feeling (boring, shocking, interesting). 
• Past Participle (-ed): Describes the feeling itself (bored, shocked, interested). 
• Examples: The news was shocking. We were shocked by the news. 

Rule 9: 'Comparatively' and 'Relatively' 
These words already imply a comparison. Use the positive degree of the adjective with them. 

• Incorrect: This task is comparatively easier. 
• Correct: This task is comparatively easy. 

Rule 10: Adjectives Following Nouns 
Some adjectives are placed immediately after the noun they modify. 

• Common Postpositive Adjectives: God Almighty, time immemorial, something special, the 
president elect, a court martial 

• Fixed Phrases: heir apparent, notary public, body politic 
  

Practice MCQS 
1. Identify the type of adjective in the 
phrase: "He has sufficient evidence to 
prove his point." 
A. Adjective of Quality 
B. Adjective of Quantity 
C. Demonstrative Adjective 
D. Proper Adjective 
Answer: B 

2. Choose the sentence that correctly uses a 
proper adjective: 
A. We studied about the Shakespearean era in 
literature class. 
B. We studied about the Shakespeare era in 
literature class. 
C. We studied about the Shakespeare's era in 
literature class. 
D. We studied about Shakespearean era in 
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Preposition 
Introduction 
A preposition is a word that shows a relationship between a noun (or pronoun) and another word in a 
sentence. This relationship can be one of time, place, direction, manner, or agency. Prepositions are 
essential for providing context and clarity. 
Common Prepositions: in, on, at, with, under, above, into, by, of, to, for, from, about, between, among. 

Prepositions of Time 

Preposition Usage Example 

At Specific times, night, holidays At 5 o'clock, at night, at Eid 

On Days, specific dates On Monday, on 25th March 

In 
Months, seasons, years, centuries, long 

periods, parts of the day (except 'night') 

In August, in winter, in 2006, in the 

morning 

Since 
From a specific point in time (past until 

now) 
She has lived here since 2010. 

For A duration of time (past until now) He studied for two hours. 

From...to Start and end of a period 
The shop is 

open from Monday to Friday. 

Until/Till Up to a certain time He is on holiday until Friday. 

By At the latest; a deadline I will finish by noon. 

Before Earlier than a certain time Before 2004 

After Later than a certain time After the meeting 

Ago A time in the past from now He left ten minutes ago. 

Past/To Telling the time Ten past six (6:10), Ten to six (5:50) 

Prepositions of Place and Location 
These prepositions tell us where something is located. 
 

Preposition Usage Example 

In 
Enclosed spaces, countries, cities, 

streets, books 

In the kitchen, in Pakistan, in a 

book, in the car 

On 
Surfaces, public transport, rivers, 

floors, attached 

On the wall, on the bus, on the 

Thames, on the 2nd floor 

Chapter 7 
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Absorbed in  ا  � �م � � ��ن

Accuse of ا  � � � ا�ام ��ز

Accustomed to  ا  � � � �دى ��ز

Adapt to ا  � � � �� ڈ� ��ز

Add to ا  � � � ا�� ��ز

Adept at  ا ر ��ن  � �م � ��ہ

Admit to  ا  � �بات � ا�اف ��ف

Advise on  �رہ د� � �� � 

Afraid of  ا  � � � ڈر�ز

Agree with  ا  � � � � ��خ

B 

Base on  ا  � � � � ��ز

Beg for ا  � � � ا� ��ز

Begin with آز  � � � آ�ز ��

Believe in  �ر � � � � 

Belong to  ا  � � � ��ن

Benefit from ا  � � � ��ہ ا��ز

Blame for ا  � � � ا�ام ��ز

Boast about  ا  � � � � ��خ

Borrow from  � اد�ر � � 

Bump into ا  ��ت ��ن  � � ا��ن

C 

Capable of  ا  ��ن  � �م � ��ب

Care about  ا  � � � �واہ ��ز

Charge with  ا ذ پ
ذ

 � �م � ذ� دارى ��

Choose between ا  دو �وں � � ا�ب ��خ

Clash with ا  � � �دم ��ن

Collaborate with ا  � � �� � � �م ��ن

Combine with  ا  � � � �� ��ز

Comment on  ا  � � � �ہ ��ز
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Practice MCQs 

1. The renowned architect is absorbed ______ 
the design of a revolutionary sustainable 
city. 
(a) at 
(b) by 
(c) in 
(d) with 
Answer: (c) in 

2. His thesis provides a compelling argument, 
but I must disagree ______ his fundamental 
premise. 
(a) to 
(b) with 
(c) on 
(d) against 
Answer: (b) with 

3. The CEO was accused ______ the board 
______ gross financial misconduct. 
(a) by, for 
(b) to, of 
(c) by, of 
(d) from, with 
Answer: (c) by, of 

4. The artist's work, which consists ______ 
found objects, comments ______ 
consumerist society. 
(a) of, on 
(b) with, about 
(c) from, for 
(d) in, to 
Answer: (a) of, on 

5. The country's economy is largely dependent 
______ the export ______ crude oil. 
(a) on, of 
(b) from, for 
(c) by, in 
(d) with, about 
Answer: (a) on, of 

6. The investigator warned the public ______ 
a sophisticated new phishing scam. 
(a) for 
(b) from 

(c) about 
(d) on 
Answer: (c) about 

7. Her latest novel is reminiscent ______ the 
magical realism of Gabriel García 
Márquez. 
(a) to 
(b) with 
(c) of 
(d) from 
Answer: (c) of 

8. The diplomat was anxious ______ the 
potential repercussions ______ the trade 
agreement. 
(a) for, from 
(b) about, of 
(c) with, for 
(d) at, with 
Answer: (b) about, of 

9. The new policy is inferior ______ the 
previous one ______ almost every 
measurable aspect. 
(a) than, in 
(b) to, in 
(c) from, for 
(d) against, by 
Answer: (b) to, in 

10. He is highly regarded ______ his peers 
______ his integrity and work ethic. 
(a) by, for 
(b) from, about 
(c) with, in 
(d) to, because of 
Answer: (a) by, for 

11. The scientist's theory is based ______ years 
______ meticulous research. 
(a) on, of 
(b) in, for 
(c) at, with 
(d) by, during 
Answer: (a) on, of 
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 Sentence, Phrase and Clause 
The Sentencea 
Definition 
A sentence is a grammatically complete set of words that expresses a clear thought. It typically contains 
a subject and a predicate. A sentence begins with a capital letter and ends with a terminal punctuation 
mark: a period (.), a question mark (?), or an exclamation mark (!). 
Examples: 

• He goes to school. 
• She is eating an apple. 
• Who are you? 
• What a beautiful flower! 

Parts of a Sentence 
Every sentence can be divided into two essential parts: 

1. Subject: The person, place, thing, or idea that is performing an action or being described. It tells 
us who or what the sentence is about. 

2. Predicate: The part of the sentence that contains the verb and tells us something about the subject. It 
describes the action or state of being. 

Sentence Subject Predicate 

The sun shines brightly. The sun shines brightly. 

She is writing a letter. She is writing a letter. 

Allama Iqbal is our national poet. Allama Iqbal is our national poet. 

Other Elements in a Sentence 
• Object: A word or group of words that receives the action of the verb. 
o Direct Object: Answers "what?" or "whom?" after the verb. 
 Example: I threw the ball. 
o Indirect Object: Answers "to whom?" or "for whom?" the action is done. It comes before the direct 

object. 
 Example: She gave me the book. 
• Complement: A word or group of words that completes the meaning of the subject or object. 
o Subject Complement: Follows a linking verb (e.g., is, am, are, seem, become) and describes the subject. 
 Example: He is a teacher. (Noun) | He seems tired. (Adjective) 
o Object Complement: Follows and describes the direct object. 
 Example: They made him the captain. (Noun) | The news made her happy. (Adjective) 

Types of Sentences by Function 
Sentences can be categorized based on their purpose and the emotion they convey. 

Type Function Punctuation Example 

Declarative 
Makes a statement or 

expresses an opinion. 
Period (.) The sky is blue. 

Chapter 8 
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o I like mathematics, but my brother likes biology because he wants to be a doctor. 
Practice MCQs

1. ______, the renowned scientist presented 
her groundbreaking research on quantum 
computing. 
(a) After years of meticulous experimentation 
(b) A woman of great intellect and 
determination 
(c) In the prestigious international conference 
(d) Which was attended by Nobel laureates 
Answer: (c) In the prestigious 
international conference (This is a 
prepositional phrase setting the scene. The 
other options are either a dependent clause (a, 
d) or a noun phrase (b) that cannot stand 
alone before the comma.) 

2. The hypothesis, ______, was later proven 
to be fundamentally flawed. 
(a) although initially met with great acclaim 
(b) the result of an inspired guess 
(c) a complex and seemingly logical 
construct 
(d) which the young researcher had 
passionately defended 
Answer: (d) which the young researcher 
had passionately defended (This is an 
adjective clause correctly modifying 
"hypothesis." Option (a) is an adverb clause, 
(b) and (c) are appositive phrases.) 

3. Which of the following is a classic example 
of a compound-complex sentence? 
(a) The storm raged, and the sailors fought 
bravely. 
(b) Although the storm raged, the sailors 
fought bravely, and they eventually reached 
the shore. 
(c) The brave sailors fought the raging storm. 
(d) Fighting the storm, the brave sailors 
persevered. 
Answer: (b) Although the storm raged, the 
sailors fought bravely, and they eventually 
reached the shore. (It has two independent 
clauses and one dependent clause.) 

4. In the sentence "His ultimate goal is to 
decipher the enigmatic code," the phrase 
"to decipher the enigmatic code" functions 
as a: 
(a) Noun Phrase 

(b) Adjective Phrase 
(c) Adverb Phrase 
(d) Prepositional Phrase 
Answer: (a) Noun Phrase (It acts as a 
subject complement, renaming the subject 
"goal.") 

5. "The committee will approve the proposal 
provided that the necessary funds are 
allocated." The underlined segment is 
a/an: 
(a) Adverb Clause of Condition 
(b) Noun Clause as Object 
(c) Adjective Clause 
(d) Independent Clause 
Answer: (a) Adverb Clause of 
Condition (It begins with the subordinating 
conjunction "provided that" and shows the 
condition for the main action.) 

6. Which sentence is correctly punctuated? 
(a) May you succeed in all your endeavors, 
and may you find true happiness. 
(b) May you succeed in all your endeavors 
and may you find true happiness. 
(c) May you succeed, in all your endeavors, 
and may you find true happiness. 
(d) May you succeed in all your endeavors; 
and may you find true happiness. 
Answer: (a) May you succeed in all your 
endeavors, and may you find true 
happiness. (It correctly uses a comma before 
the coordinating conjunction "and" to join the 
two independent clauses in this compound 
sentence.) 

7. "What the witness claimed under oath was 
later contradicted by forensic evidence." 
The subject of this sentence is: 
(a) the witness 
(b) forensic evidence 
(c) What the witness claimed under oath 
(d) was later contradicted 
Answer: (c) What the witness claimed 
under oath (This is a noun clause acting as 
the complete subject of the sentence.) 

8. The sentence "The artist, whose work has 
been both praised and vilified, remains an 
enigmatic figure" contains: 

(a) An appositive phrase 
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Active and Passive Voice 
Introduction 
Voice is a form of a verb that indicates whether the subject performs the action or receives the action. 
There are two voices in English: Active and Passive.  

• Active Voice: The subject performs the action. 
o Example: The chef cooked the meal. 
• Passive Voice: The subject receives the action. 
o Example: The meal was cooked by the chef. 

Key Principle: Only transitive verbs (verbs that take an object) can be changed from active to passive 
voice. 

Rules for Converting Active to Passive Voice 
1. The object of the active verb becomes the subject of the passive verb. 
2. The subject of the active verb becomes the agent in the passive sentence, usually introduced by the 

preposition "by." The agent can be omitted if it is unknown or unimportant. 
3. The main verb is changed into its past participle form (V3). 
4. An appropriate helping verb (a form of 'be' or modals) is added, which must agree with the new subject 

in number and person. 

Tense-wise Conversion Charts 
1. Present Indefinite Tense 

• Active Structure: Subject + V1(s/es) + Object 
• Passive Structure: Subject + is/am/are + V3 + by + Agent 

Active Voice Passive Voice 

She writes a letter. A letter is written by her. 

They do not play hockey. Hockey is not played by them. 

Does he respect his teachers? Are his teachers respected by him? 

2. Present Continuous Tense 
• Active Structure: Subject + is/am/are + V-ing + Object 
• Passive Structure: Subject + is/am/are + being + V3 + by + Agent 

Active Voice Passive Voice 

I am reading a book. A book is being read by me. 

Why are you blaming me? Why am I being blamed by you? 

3. Present Perfect Tense 
• Active Structure: Subject + has/have + V3 + Object 
• Passive Structure: Subject + has/have + been + V3 + by + Agent 

Active Voice Passive Voice 

The police have caught the thief. The thief has been caught by the police. 

Chapter 9 
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Present Perfect Continuous Past Perfect Continuous 

Past Indefinite Past Perfect 

Past Continuous Past Perfect Continuous 

Past Perfect No Change (Past Perfect) 

Future (will/shall) Conditional (would) 

Can Could 

May Might 

Must (obligation) Had to 

Must (general truth) No Change (must) 
Examples: 

• Direct: He said, "I write a letter." (Present Indefinite) 
o Indirect: He said that he wrote a letter. (Past Indefinite) 
• Direct: She said, "I have finished my work." (Present Perfect) 
o Indirect: She said that she had finished her work. (Past Perfect) 
• Direct: He said, "I will go." (Future) 
o Indirect: He said that he would go. (Conditional) 

Rule 2: Exceptions to Tense Change 
The tense does not change in the following cases: 

• Universal Truths/Habitual Facts: 
o Direct: The teacher said, "The sun rises in the east." 
o Indirect: The teacher said that the sun rises in the east. 
• Reporting Verb in Present or Future Tense: 
o Direct: He says, "I am tired." 
o Indirect: He says that he is tired. 

Changes in Time and Place Words 
Words indicating nearness in time or place change to words indicating distance. 

Direct Speech Indirect Speech 

this that 

these those 

here there 

now then 

today that day 
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 Idioms and Phrasal Verbs 
Introduction to Idioms and Phrasal Verbs 

• Idiom: A group of words established by usage as having a meaning not deducible from the individual words 
(e.g., rain cats and dogs). They add color and depth to the language. 

• Phrasal Verb: A verb combined with a preposition or an adverb (or both) to create a new verbal phrase 
with a meaning different from the original verb (e.g., give up, look into). They are fundamental to fluent 
and natural English. 

Idioms: 

Idiom English Meaning 
Urdu 

Meaning 
Example 

Above board Honest and open.  د�ىا�ارى، �ف �بازى Don't worry, the deal was 
completely above board. 

To smell a rat To suspect foul dealings. 
ا �س   ا، ��ت � ��ن

ا   ��ن

When he offered to double 
my investment, I began to 
smell a rat. 

To throw dust in 
someone's eyes 

To deceive or mislead 
someone. 

� � آ�ں �  

د�ل ��، د��  

 د�

The report threw dust in the 
public's eyes about the true 
environmental impact. 

To give a false 
coloring 

To misrepresent 
something. 

ا، �   ڑر��خ  �چ � ر�خ

ا   ��ن

He gave a false coloring to 
the events to make himself 
look like a hero. 

To play fast and 
loose 

To behave in an unreliable 
and insincere way. 

ا، � و��   � � ��ف

ا   ��ن
You can't trust him; he plays 
fast and loose with the truth. 

Sharp practices 
Dishonest business 
dealings. 

 �رى، �د�ىا� 
The company was accused of 
sharp practices to eliminate 
competition. 

Crocodile tears 
Pretended or insincere 
sorrow. 

�� � آ�،  

 د�وے � آ�

She shed crocodile tears at 
his dismissal, though she had 
advocated for it. 

A wolf in sheep's 
clothing 

A person who appears 
harmless but is actually 
dangerous. 

  ،� � ��

 �� 
Be careful of him; he's a wolf 
in sheep's clothing. 

Chapter 11 
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Turn up To arrive; to increase volume; 
to be found. 

آز؛   آز؛ آواز � �� �� �

ا  � ��ن

He finally turned up an hour late. 
Turn up the heat. My keys turned up 
in the drawer. 

Watch out To be careful. ر�� Watch out for the step! 

Wear off To gradually disappear.  آخ  The painkiller's effect began to wear آ� آ� � � ��
off. 

Work out To exercise; to be successful; 
to calculate. 

ا؛ ��ب   ورزش ��ز

ا ا؛ � ��ن  ��ن

I work out at the gym. I hope 
everything works out for you. Can 
you work out the total cost? 

  
Practice MCQs – Idioms and Phrasal Verbs

1. He decided to bite the bullet and finally 
confront his boss about the promotion. 
A. Avoid the issue 
B. Prepare carefully 
C. Face a painful situation bravely 
D. Resign from the job 
Answer: C 
2. Her extravagant plans to build a 
castle went up in smoke when the investors 
backed out. 
A. Were highly praised 
B. Were partially successful 
C. Ended in complete failure 
D. Were postponed indefinitely 
Answer: C 
3. The detective smelled a rat when the 
witness changed his story for the third time. 
A. Became angry 
B. Suspected deception 
C. Found evidence 
D. Felt nauseous 
Answer: B 
4. After the scandal, the company had to face 
the music from regulatory authorities. 
A. Enjoy success 
B. Accept consequences 
C. Avoid punishment 
D. Celebrate victory 
Answer: B 
5. The new manager brought about significant 
changes in the organizational structure. 
A. Prevented 
B. Delayed 

C. Caused to happen 
D. Criticized 
Answer: C 
6. His explanation for the missing funds 
doesn't add up. 
A. Make sense 
B. Seem honest 
C. Appear complete 
D. Sound convincing 
Answer: A 
7. She's always blowing her own 
trumpet about her academic achievements. 
A. Being modest 
B. Boasting 
C. Criticizing others 
D. Working hard 
Answer: B 
8. The negotiations broke down when neither 
side would compromise. 
A. Succeeded 
B. Concluded 
C. Failed 
D. Accelerated 
Answer: C 
9. His sudden resignation came as a bolt from 
the blue for everyone in the office. 
A. Expected event 
B. Complete surprise 
C. Regular occurrence 
D. Minor incident 
Answer: B 
10. We need to cut corners to complete the 
project within the limited budget. 
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 Synonyms and Antonyms 
• Synonyms are words or phrases that have the same or nearly the same meaning as another word or phrase 

in the same language. For example, "happy" and "joyful" are synonyms. Knowing synonyms helps in 
understanding nuanced meanings and improves writing style. 

• Antonyms are words that have the exact opposite meaning of another word. For example, "hot" is the 
antonym of "cold." A strong grasp of antonyms is crucial for understanding contrast and constructing 
balanced arguments. 

Word 
Urdu 

Meaning 
Synonyms Antonyms Sentence 

Abate  نناا
ٹ ا، �ھن  ,Subside, Diminish � ��ن

Decrease, Lessen 

Intensity, Increase, 

Augment, Escalate 

The storm finally began 

to abate after raging for 

hours. 

Aberration  ا�اف ،� 
Anomaly, 

Deviation, 

Irregularity, Oddity 

Normality, 

Regularity, 

Standard, 

Conformity 

His poor performance was 

an aberration from his usual 

excellence. 

Abhor 
ا،   �ت ��ف

ا   ��ن ت  �ا�ہ
Despise, Detest, 

Loathe, Hate 

Admire, Adore, 

Cherish, Love 

She abhors any form of 

cruelty towards animals. 

Abridge 
ا،   � ��خ

ا   �� ��خ
Shorten, Condense, 

Abbreviate, Curtail 

Elongate, Expand, 

Amplify, Extend 

The publisher released 

an abridged version of the 

classic novel for students. 

Acrimonious 
   ٹ ڑوا�ہ

ٹ
� ،�

 �ا 
Bitter, Caustic, 

Hostile, Sarcastic 

Harmonious, Kind, 

Gentle, Amicable 

The divorce proceedings 

were acrimonious and 

lengthy. 

Admonish  ا بىىہہ ��ن ب
بن
ا، بت

ن ٹ ن
 ڈا�

Reprimand, 

Rebuke, Chide, 

Warn 

Praise, Commend, 

Applaud, Encourage 

The teacher had 

to admonish the student for 

talking in class. 

Adversity  � ،� 
Hardship, 

Misfortune, 

Distress, Difficulty 

Prosperity, Fortune, 

Success, Affluence 

She showed great resilience in 

the face of adversity. 

Alleviate 
آ، آرام   � ��ن

ا   ��ن
Mitigate, Relieve, 

Assuage, Ease 

Aggravate, Worsen, 

Exacerbate, 

Intensity 

This medicine will 

help alleviate the pain. 

Chapter 12 
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Word 
Urdu 

Meaning 
Synonyms Antonyms Sentence 

Fastidious 
زڑا  ازك �، �ب �ز

 � وا�
Meticulous, Fussy, 

Picky, Painstaking 

Careless, Slapdash, 

Undemanding, 

Negligent 

He is fastidious about his 

appearance, spending hours 

choosing an outfit. 

Flippant � ،ہ� � 
Facetious, 

Disrespectful, Glib, 

Frivolous 

Serious, Respectful, 

Solemn, Earnest 

The student's flippant remark 

about the principal earned him 

a detention. 

Gregarious 
�ر، �ش  

ززاج

� 

Sociable, Outgoing, 

Convivial, 

Companionable 

Unsociable, 

Reclusive, 

Introverted, 

Reserved 

She has 

a gregarious personality and 

makes friends easily. 

Guile ��د ، ب برفى


� 
Cunning, Deceit, 

Trickery, Slyness 

Honesty, Candor, 

Guilelessness, 

Forthrightness 

He achieved his position more 

by guile than by intelligence. 

Harass 
ا،   � ��ن

ا  ��ن ��ن
Pester, Persecute, 

Bother, Torment 

Assist, Comfort, 

Soothe, Support 

The company has a strict policy 

against any form 

of harassment. 

Haughty رڑ �ں

 ,Arrogant, Conceited �ور، ا�

Snobbish, Disdainful 

Humble, Modest, 

Meek, Unassuming 

The nobleman gave 

a haughty look to the 

commoners. 

Hedonist 
�ش، �� 

� 
Pleasure-seeker, 

Sensualist, Sybarite 

Ascetic, Puritan, 

Abstainer 

As a hedonist, his only goal in 

life was to pursue pleasure. 

Impervious 
 د�ل،  ا��ب �خ

رث � � 

 � � ا�

Impenetrable, 

Resistant, 

Unaffected, Immune 

Vulnerable, 

Permeable, 

Susceptible, 

Receptive 

He seemed impervious to the 

criticism leveled against him. 

Incessant  ار  �، ��ت
Ceaseless, Unending, 

Constant, Perpetual 

Intermittent, 

Occasional, 

Sporadic 

The incessant noise from the 

construction site made it hard 

to concentrate. 

Inclement  ا�ز�ر رخاب، �خ


� Stormy, Severe, 

Rough, Harsh 

Mild, Calm, 

Pleasant, Balmy 

Due to inclement weather, the 

outdoor event was canceled. 
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Practice MCQs  
1. What is the synonym of "NOVEL" (as an 
adjective)? 
A) Traditional 
B) Hazardous 
C) New 
D) Complicated 
Answer: C) New 
2. What is the synonym of "IMPERVIOUS"? 
A) Vulnerable 
B) Resistant 
C) Sensitive 
D) Susceptible 
Answer: B) Resistant 
3. What is the synonym of "SCRUTINIZE"? 
A) Ignore 
B) Skim 
C) Examine 
D) Overlook 
Answer: C) Examine 
4. What is the synonym of "INGENIOUS"? 
A) Uninspired 
B) Dull 
C) Clever 
D) Simple 
Answer: C) Clever 
5. What is the synonym of "SAGACIOUS"? 
A) Foolish 
B) Redundant 
C) Wise 
D) Obtuse 
Answer: C) Wise 
6. What is the synonym of 
"MAGNANIMOUS"? 
A) Petty 
B) Spiteful 
C) Vindictive 
D) Generous 
Answer: D) Generous 
7. What is the synonym of "INNATE"? 
A) Acquired 
B) Extrinsic 
C) Learned 
D) Inborn 
Answer: D) Inborn 
8. What is the synonym of "OBFUSCATE"? 
A) Elucidate 
B) Clarify 
C) Confuse 

D) Explain 
Answer: C) Confuse 
9. What is the synonym of "FASTIDIOUS"? 
A) Negligent 
B) Sloppy 
C) Meticulous 
D) Careless 
Answer: C) Meticulous 
10. What is the synonym of "TRANSIENT"? 
A) Permanent 
B) Enduring 
C) Temporary 
D) Perpetual 
Answer: C) Temporary 
11. She was the victim of a MALICIOUS 
rumor. 
A) Benevolent 
B) Compassionate 
C) Spiteful 
D) Kind 
Answer: C) Spiteful 
12. The government implemented a policy of 
fiscal AUSTERITY. 
A) Luxury 
B) Frugality 
C) Indulgence 
D) Opulence 
Answer: B) Frugality 
13. A prolonged illness can DEBILITATE 
even a strong person. 
A) Strengthen 
B) Invigorate 
C) Weaken 
D) Fortify 
Answer: C) Weaken 
14. The divorce proceedings were 
ACRIMONIOUS and lengthy. 
A) Harmonious 
B) Amicable 
C) Bitter 
D) Gentle 
Answer: C) Bitter 
15. The weather in the mountains is 
notoriously CAPRICIOUS. 
A) Predictable 
B) Steadfast 
C) Fickle 
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