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I . Introduction 

PERSONNEL MANAGEMENT 

(40 hours) 

Stahl,* pp . 1-11, 542-548, 577- 582 

A. Definition 

B. The Role of Personnel ·13.nagement in Administration 

C. Historical Development 

D. The Objectives of Personnel Management 

II . ~Elements .2f. Personnel Management 

A. Classification Systems 
Stahl, pp. 169- 207; Yoder, PPo 94-130; Guinot , pp . 16-25, ll6-128 

1. l!dnployee 
2. Position 

B. Po.y Policy and Administration 
Stahl, pp. 208-242; Yoder, pp. 475-484, 520-525, 538- 555; Guinot, 
pp . 129-157; Plantey, pp . 283-327 

1 . Determination of pay levels 
2 . ~stablishment of pay schedules 
J. Administration 

c. Employment Conditions 

1. Recruitment 
Stahl, pp. 59-82, Plantey, pp. 228-234 

2 . Examination 
Stahl, pp. 83- 118 

3. Selection 
Stahl , pp. 119-165 

4 • .:>t atus 
Stahl, pp . 169-182, 463-467, Plantey, pp . 258-282 

5. fours of work and leaves 
Stahl , pp. 402- 4ll 

6. Separations 
Stahl , PP• 451; 479 

7. Retireinent systems 
Stahl, pp. 480-508 
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D. Staff Development 

1. Human relations and morale 
Stahl, pp. 245-274 

2. Performance appraisal 
Stahl, PP• 314-334; Yoder, 561-580 

3. Training 
Stahl, pp. 335-380; Yoder, pp. 279-350 

4. Career programs 
Stahl, pp. 335-380; Yoder, pp. 279-.350 

5. Career development 
Stahl, pp. 335-380; Yoder, pp. 279-350 

6. •Jiiployee conduct 
Stahl, pp. lil.5-450 

III. Organization .2±, Personnel Management 
Stahl, pp. 5ll-560; Yoder, pp. 130-157; Guinot, pp. 158- 168; 
Guinot , pp. 158-168; Plantey, pp. 207-228 · 

A. Line-staff Relationships 

B. Centralization versus Decentralization 

*Full titles of references are: 

Stahl, Oscar Glen. Public personnel administration. 4th ed. of the previous work 
by fosher, Kingsley, and Stahl . 1956. 

The course outline is based largely on this textbook. Unfortunately for students 
here, it devotes a considerable anl)unt of space to descriptions of the various civil 
service systems in the U. S. The studen should s kip over such material and concen­
trate their efforts on the portions dealing with the principles of personnel manage-

, ment . There i-s also an earl.ier edition available in the library (under Mosher, 
Kingsley and Stahl) \'lt1ich is substantially the same but not quite so up-to-date. 

Yoder, Dale. Personnel management and industrial relations . 4th ed. 1956. 

Students may have some difficulty in tmderstanding this textbook because it is 
written more i'rom an industrial relations point of view and in terminology peculiar 
to industrial and union organizations. 
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Guinot, J . P. et al . Guide pour l ' etablissement d'un statut du personnel des ad­
ministrations ci viles de l ' tat . 19 51 

This is a compar atively short book. It sticks to the substance of the subject 
without lengthly discussions of parli.cular systems . Study of t he book in its entirety 
is reconunended. 

Plantey, lain. Trai te pratique de la fonction publique . 1956 . 

This probably is the best book avail ble on the French civil service system. 
It discusses the post-war ch<L.,.ges in the system and the legal bases for them. Th s 
lega.l bases are still the bases for the system in Viet Nam. 

Required reading should include at least: 

The General Statute of the Civil Service 
(Ord. 9 of 14 July 1950 as nDdified by Ord. 16 of l June 1953) 

A typical. cadre specific statut 
(Gia.m-~: Decree No . 104- CV of 9 December 1950 as IJPdified by Decree 
No . 49-NV of 1 June 1953) 

Decree 175-NV of }lay 23, 1955 

"Establishing functional salaries and aJ.lowances for Civil Servomts .. . II 
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