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Objectives 
•Organisational Structure in Government 

• Types of Organisations 

•Hierarchy in Central Secretariat 

•Roles & Functions of Different Levels 

• Empowered Organization 

•Challenges in Secretariat Culture 
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Allocation of Business 

 
•Allocation of Business Rules, 1961 

 * First Schedule 

 * Second Schedule 

 * Amendments 

 *  Complete Rules 
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Amendments 
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Complete Rules 
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Types of Organisations 
• 59 Ministries / Independent Departments 

• 51 Departments 

• Many Ministries with no Departments 

• Maximum Departments in a Ministry : 6 (MHA) 

• Minimum Number of Departments: 2 

• Attached Offices / Subordinate Offices           

• Constitutional Bodies / Statutory Bodies 

• Autonomous Organisations / Public Sector Enterprises 
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Types of Organisations 
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Attached Offices 
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Subordinate Offices 
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Constitutional Bodies 
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Statutory Bodies 
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Specially Empowered Offices 
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Specially Empowered Offices 
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Autonomous Bodies 
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Public Sector Undertakings 
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Hierarchy in Central Secretariat 
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Hierarchy in Central Secretariat 
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Roles & Functions of Different Levels 

• Secretary:  
• Principal Advisor of the Minister 

• CEO of the Department 

• Chief Accounting Authority 

• Maximum Financial Power 

 

• Special / Additional / Joint Secretary 
• Wing Head 

• Maximum Independence 

• Power of an HoD  
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Roles & Functions of Different Levels 

• Director / Deputy Secretary 
• Division Head 

• Maximum Disposal 

• Link between Front Office & Back Office 

• Disposes Public Grievances 

• Under Secretary 
• Branch Head 

• Power of HOO 

• Maximum Disposal of Back Office House Keeping 

• Disposes Staff Grievances 
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Roles & Functions of Different Levels 

• Section Officer 
• Section / Unit Head 

• Team Lead 

• Record Keeper 

• Chief Supervisor / Monitor of Case Disposal 

• Assistant Section Officer 
• Basic Collector / Collator / Analyser of Case-specific data 

• Subject (Rules / Policy / Precedent) Specialist 

• Area specific Data Base Manager / Updater 

• Specialist in Secretariat Procedure / Communication Style 
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Empowered Organisation 
• Information Sharing 

• Downward Communication 

• Upward Problem Solving 
• I am there to protect you 

• Task Autonomy 
• Peer pressure becomes prime control mechanism 

• Attitudinal Shaping 
• Training, Education, Confidence Building 

• Self Management 
• Shift from “THEM” to “ME” Model 
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Challenges 

Slow, Guarded & 
Indirect 

Communication 
Style  

Resistance to 
Change   

Conflict Avoidance 
Low  

Risk Tolerance 

High Tolerance  
Towards Slow & 

Centralized 
Decision Making 

Little or No 
Horizontal 

Cooperation 

Individual 
Orientation Than 
Team Orientation 
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Receipt & Distribution 
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Aids to Processing 

Constitution of India 

Bare Acts 

Rule Books 

Case Laws 

Compendia 

Handbooks 

Manuals 

Standing Note 

Guard File  Old Files  Precedent Books 
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