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Short
Course
Description

This course discusses the basic concepts of administration, the position of administrative science, the relationship between
administrative science and other sciences, the dimensions of administrative science, administrative behavior in organizations,
management concepts, the development of management thinking, the planning function, the organizing function. , actuating function,
supervisory function (controlling). Learning is carried out by implementing a collaborative approach
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1
Week 1

Understand basic
administration
concepts

1.Explain the
meaning of
administration

2.Explain the
elements of
administration

3.Explain the
importance of
administrative
studies

4.Explain the
development of
administrative
thought

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion 
3 X 50

0%

2
Week 2

Able to analyze
the position of
administrative
science

1.Explain
administration as
an art

2.Explain
administration as
a science

3.Explain
administration as
a scientific
discipline

4.Explain
administration as
a profession

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion 
3 X 50

0%

3
Week 3

Able to explain the
relationship
between
administrative
science and other
sciences

1.Explain the
relationship
between
administration
and political
science

2.Explain the
relationship
between
administration
and economics

3.Explain the
relationship
between
administration
and psychology

4.Explain the
relationship
between
administration
and sociology

5.Explain the
relationship
between
administration
and anthropology

6.Explain the
relationship
between
administration
and legal science

7.Explain the
relationship
between
administration
and the exact
sciences

Criteria:
If you can answer
correctly you will get
a score of 100

Assignment
to read
Lecture
Discussion 
6 X 50

0%

4
Week 4

0%

5
Week 5

Able to analyze
the dimensions of
administrative
science

1.Identify the
scope of the
administrative
review

2.Explains the
perspective of the
dimensions of
administrative
science

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion 
3 X 50

0%



6
Week 6

Able to analyze
administrative
behavior in
organizations

1.Explain the basic
concepts of
organization

2.Identifying the
existence of
technology within
the organization
to assist
administrative
processes

3.Explains the
organization as a
forum for
administrative
activities

4.Explains
organization as a
process of social
interaction

5.Mention the
types and styles
of people in
organizations

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion
Questions
and
answers 
6 X 50

0%

7
Week 7

0%

8
Week 8

UTS UTS Criteria:
UTS

UTS 
3 X 50

0%

9
Week 9

Able to explain
management
concepts

1.Explain the
meaning of
management

2.Explain
management
concepts

3.Identify the four
functions of
management

4.Explain the
management
process

5.Explain
managerial levels

6.Explain
managerial skills

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion
Questions
and
answers 
3 X 50

0%

10
Week 10

Able to analyze
the development
of management
thinking

1.Explains the pre-
classical
approach to
management
theory

2.Explaining the
classical
approach to
management
theory

3.Explain the
management
theory approach

4.Explain human
relationships

5.Explains
quantitative
approach
management
theory

6.Explains the
systems
approach
management
theory

7.Explain the
management
theory of the
Contingency
approach

8.Explain the
management
theory of the
TQM approach

Criteria:
If you can answer
correctly you will get
a score of 100

Reading
assignment
Lecture
Discussion 
6 X 50

0%

11
Week 11

0%



12
Week 12

Analyzing the
planning function
(planning)

1. Explain the
meaning of planning
2. Describe the
planning objectives
(planning) 3.
Classifying forms of
planning (planning)
4. Describe the
planning process

Criteria:
1.- For the essay

test, if you
answer correctly
you will get a
score of 100

2.- For the
presentation
assessment
sheet you will
get:

3.1. Score 4 if
done very well

4.2. Score 3 if
done well

5.3. Score 2 if
done quite well

6.4. Score 1 if
done poorly

- Reading
assignments
- Lectures -
Discussions 
3 X 50

0%

13
Week 13

Analyzing the
organizing
function

1. Analyze the
meaning of
organizing
(organizing) 2.
Analyzing the
organizing process
3. Analyze the
concept of division of
work 4. Analyze the
concept of job
grouping
(departmentalization)
5. Analyze the
concept of span of
control6. Analyze the
concept of division of
authority
(delegalization)7.
Analyze the concept
of organizational
structure

Criteria:
1.- For the essay

test, if you
answer correctly
you will get a
score of 100

2.- For the
presentation
assessment
sheet you will
get:

3.1. Score 4 if
done very well

4.2. Score 3 if
done well

5.3. Score 2 if
done sufficiently

6.4. Score 1 if
done poorly

- Reading
assignments
- Lectures -
Discussions 
3 X 50

0%

14
Week 14

Analyzing the
actuating function

1. Analyze the
meaning of actuating
2. Analyze the
concept of
motivation3. Analyze
communication
concepts4. Analyze
the concept of
leadership

Criteria:
1.- For the essay

test, if you
answer correctly
you will get a
score of 100

2.- For the
presentation
assessment
sheet you will
get:

3.1. Score 4 if
done very well

4.2. Score 3 if
done well

5.3. Score 2 if
done quite well

6.4. Score 1 if
done poorly

- Reading
assignments
- Lectures -
Discussions 
3 X 50

0%

15
Week 15

Analyzing the
supervisory
(controlling)
function

1. Analyze the
meaning of
supervision
(controlling) 2.
Analyzing the
supervisory
(controlling) function
3. Analyzing the
supervision
(controlling) process
4. Analyzing forms of
supervision
(controlling)

Criteria:
1.- For the essay

test, if you
answer correctly
you will get a
score of 100

2.- For the
presentation
observation
sheet you will
get:

3.1. Score 4 if
done very well

4.2. Score 3 if
done well

5.3. Score 2 if
done quite well

6.4. Score 1 if
done poorly

- Reading
assignments
- Lectures -
Discussions 
3 X 50

0%

16
Week 16

UAS UAS Criteria:
UAS

UAS 
3 X 50

0%

Evaluation Percentage Recap: Case Study
No Evaluation Percentage



0%

Notes
1. Learning Outcomes of Study Program Graduates (PLO - Study Program) are the abilities possessed by each Study

Program graduate which are the internalization of attitudes, mastery of knowledge and skills according to the level of their
study program obtained through the learning process.

2. The PLO imposed on courses  are several learning outcomes of study program graduates (CPL-Study Program) which are
used for the formation/development of a course consisting of aspects of attitude, general skills, special skills and knowledge.

3. Program Objectives (PO)  are abilities that are specifically described from the PLO assigned to a course, and are specific
to the study material or learning materials for that course.

4. Subject Sub-PO (Sub-PO)  is a capability that is specifically described from the PO that can be measured or observed and
is the final ability that is planned at each learning stage, and is specific to the learning material of the course.

5. Indicators for assessing  ability in the process and student learning outcomes are specific and measurable statements that
identify the ability or performance of student learning outcomes accompanied by evidence.

6. Assessment Criteria  are benchmarks used as a measure or measure of learning achievement in assessments based on
predetermined indicators. Assessment criteria are guidelines for assessors so that assessments are consistent and
unbiased. Criteria can be quantitative or qualitative.

7. Forms of assessment: test and non-test.
8. Forms of learning:  Lecture, Response, Tutorial, Seminar or equivalent, Practicum, Studio Practice, Workshop Practice,

Field Practice, Research, Community Service and/or other equivalent forms of learning.
9. Learning Methods:  Small Group Discussion, Role-Play & Simulation, Discovery Learning, Self-Directed Learning,

Cooperative Learning, Collaborative Learning, Contextual Learning, Project Based Learning, and other equivalent methods.
10. Learning materials are details or descriptions of study materials which can be presented in the form of several main points

and sub-topics.
11. The assessment weight  is the percentage of assessment of each sub-PO achievement whose size is proportional to the

level of difficulty of achieving that sub-PO, and the total is 100%.
12. TM=Face to face, PT=Structured assignments, BM=Independent study.
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