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Introduction 

 
 One of the major aims of administration in any organization is that of 
coordinating the efforts of people towards the achievement of set goals.  For 

this to be realized, the administrator has to set out process or method/ 
technique he would effectively adopt to attain the organizational objectives. In 
educational setting, the processes are employed in judiciously managing the 

factor resources such as manpower, finance and capital equipment for the 
achievement of the aims of education as contained in the National Policy on 

Education. 
 Consequently, this work tried to examine; the administrative process 
under these sub-headings:  The concept of administration and Administrative 

process; application of administration in education and who an administrator 
is. It went further to examine the role of an administrator in the administrative 

process and vital qualities an administrator should possess for an effective 
discharge of his onerous tasks. 
 

The Concept of Administrative Process 
 
 It is imperative here to first of all define the two key words: 

Administration and process so as to enable us understand collectively what 
Administrative Process suggests. 

Administration just like most other concepts has been variously defined 
by experts and educationists.  These definitions are centered on what the 
experts conceive as what administration should achieve.  Herbert A. Simon, 

Donald Smith and Victor A. Thomson in Ezeocha (1990) defined administration 
as “when two men co-operate to roll a stone that neither could have moved 
alone, the rudiments of administration have appeared”.  To Jaiyeoba (2006), 

administration refers to effective coordination of resources and people’s efforts 
for the achievement of organizational goals. In education; the primary objective 

of administration has to do with the integration of all resources for the 
improvement of teaching and learning.  It is also seen as all those techniques 
and procedures in operating the educational organization in line with 

established policies and principles.  According to Ezeocha (1990), 
administration is: 
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(i) A generalized type of behavior to be found in all the human 
organization. 

(ii) The process of directing and controlling life in social organization 
(iii) The specific function of administration is to develop and regulate the 

decision-making process in the most effective manner possible. 
Based on these definitions, some important elements inherent in 

 administration are highlighted as follows; 

i. All administration exist within the organization, invariably, without 
organization, there cannot be administration. 

ii. All administration must have a leadership to coordinate activities and 

take decisions. 
iii. Administration involves activity which must have goals and 

procedures for attaining them. 
iv. The activity demands the existence of some pre-determined elements 

capable of acting when stimulated.  Administration in every 

organization therefore stands as the process of mobilizing all factor 
resources for the achievement of goals and objectives. 

 A `process’ is a series of things that need to be done in other to achieve 
result, (Afianmagbon and Nwokocha, (2009), Oxford Advanced Learner’s 
Dictionary).  For Chambers Etymological Dictionary of the English Language a 

“process” is “a going forward, gradual process, the whole proceedings in an 
action”. Since an organization is made up of a group of individuals, coming 
together to achieve a common goal, the achievements of these goals take time, 

effort and commitment on the part of the members of the organization.  It 
demands that members of the organization must interact with one another for 

them to be able to work well.  Such interactions are carried out through a 
clearly defined process.  The principle of process enhances the smooth running 
of the organization or system.  This is because the principal stipulates what 

should be done before the other; one thing leads to the other. 
 

From the foregoing, `Administrative process’  can simply be defined as the 

method or step by step way an administrator adopts in directing and 
controlling the activities of people working within the organization in their 

reciprocal relations to the end that the organization’s purpose may be attained. 
Some elements which together defined the responsibilities of administration as 
a total process as highlighted by Knezevich (1975), are as follows: 

- To define and set forth the purposes, aims, objectives or ends of the 
organization 

- To lay down the broad plan for the structuring of the organization 
- To recruit and organize the executive staff as defined in the plan 
- To provide a clear delegation and allocation of authority and 

responsibility 
- To direct and oversee the general carrying forward of the activities as 

delegated. 
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- To assure that a sufficient definition and standardization of all positions 
have taken place so that quantity and quality of performance are 

specifically established and assuredly being maintained. 
- To make provisions for the necessary committees and conferences and 

for their conduct in order to achieve good coordination among major and 
lesser functional workers. 

- To assure stimulation and the necessary energizing of the entire 

personnel 
- To provide an accurate evaluation of the total outcome in relation to 

established purposes. 

- To look ahead and forecast the organization’s aims as well as the ways 
and means toward realizing them in order to keep both ends and means 

adjusted to all kinds of inside and outside influence and requirement. 
This implies that the main functions of administration are carried out through 
a number of independent activities which are together referred to as the 

administrative process.  This aspect of administration had its origin in 
business and public administration.  According to Igwe (1990), the philosophy 

of administrative process was first propounded in 1916 by Henri Fayol in what 
he described as the “element of management” which he explained as planning, 
organizing, commanding, coordinating and controlling.  He designated the five 

activities together as the administrative function.  However, later writers added 
a few more components (as could be seen in the descriptive chart), and all of 
them collectively are referred to as the administrative process. 

 
Descriptive Terms 

 To identify the elements of administrative process is to list some of the 
descriptive terms as highlighted by writers.  This is aimed at preferring matters 
that should be of great concern to an administrator: 

 
Fayol (1916) Gulick & 

Urwick 

(1937) 

Newman  

(1950) 

A.A.S.A. 

(1955) 

Gregg (1957) Campbell 

(1958) 

Johnson et al 

(1967) 

Planning 

 

Organizing 
Commanding 

Coordinating 

Controlling 

Planning 

 

Organizing 
Staffing 

Directing 

Coordinating 

Reporting 

Budgeting 

Planning 

 

Organizing 
Assembling 

Resources 

Directing 

Controlling 

Planning 

 

Allocating 
Resources 

Stimulating 

Coordinating 

Evaluating 

 

Decision 

making 

Planning 
Organizing 

Communicating 

Influencing 

Coordinating 

Evaluating 

Decision 

making 

Programming 
Stimulating 

Coordinating 

Appraising 

Planning 

Organizing 

Communicating 
Controlling 

Descriptive Terms used by various Writers to suggest the functions of the  
Administration (Knezevich, 1975: P. 29). 
 

 This chart explains that different writers identified what he believes as 
the major elements of the administrative process.  However, their choice of 

terminology does not in any way contradict themselves. They only overlap and 
pinpoint on what each writer believes to be the most important elements within 
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his experience and thoughts.  For instance, what Fayol saw as “command” can 
be compared with “Directing” as used by Gulick and Urwick and ‘allocate’ as 

used by American Association of School Administrators (A.A.S.A.). Also, 
‘stimulating’ used by A.A.S.A is comparable with “influencing” used by Gregg or 

“directing” as used by Bveman, Gulick & Urwick. 
 It is of great importance to note that the elements of decision making and 
evaluation were identified and used by later theorists – Gregg and Campbell.  

These elements have greatly been considered because of the fact that decision-
making runs across the entire administrative organization.  While the main 
work of the administrator is to take decisions and initiate and direct actions 

based on them, his decisions are based on facts and values that are subject to 
change over time and therefore require a continuous appraisal or evaluation to 

maintain their continued validity in relation to the goal. 
 Since administrative environment varies, it may be recommended that 
people be allowed to adapt the terms used in defining the functions of the 

administrator in a way that suites their purpose and aspiration.  On this 
ground, Ukeje, Akabogu & Ndu (1992) defined administrative process as the 

sequence of actions through which the executive takes decisions and 
implements them in order to achieve the organizational goals, and the elements 
of this process which form a cyclical sequence include: decision-making, 

planning, organizing, communicating, supervising and controlling.  This 
definition recognizes the position of the administrator as one vested with both 
professional and legal status and responsibility and concomitant authority to 

determine what is done in the organization. 
School is an organization of complex activities which are carried out by 

people and coordinated by people.  Administration in education therefore 
involves working with and through teachers and non-teaching staff and 
students to get things done effectively.  School administration has its attention 

primarily on the school.  It is more concerned with the institution, its goals, 
policies and execution of these policies.  The functions of administration in 
school are performed by the school heads (i.e. head teacher or principal) known 

as the school administrator. He, as the administrative head has to establish his 
goals, co-ordinate, plan and implement the school programme and policies and 

manage whatever resources are available to him to ensure that the educational 
programme are implemented.  Obi (2004) noted that administration in 
education involves planning activities which aim at the fulfillment of the goals 

of educational organization such activities include: 
i) Describing the tasks to be performed 

ii) Signing the tasks to the personnel to perform 
iii) Motivating the personnel to perform 
iv) Coordinating the personnel efforts 

v) Evaluating their performance 
Therefore, to completely and successfully accomplish these tasks, the 

school administrator has to work with other people within the school system 

and be able to inspire them to work co-operatively with him so as to achieve 
the educational objectives.  Equally, he engages in some other activities related 
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to teaching and learning to foster adequate relationships and great 
achievements.  Such activities include; extra-curricular activities; professional 

meetings, conferences and various types of community activities.  He may also 
interact with people in other professions of public life.  Performing these 

complex activities which have to be planned, organized and properly 
coordinated in order to attain the goals of the schools, could be adequately 
called educational administration. 

 
3-Dimensional Concept of Administrative Process 
 Administration of the affairs of an educational institution involves 

judicious management of the factor resources such as manpower, finance and 
capital equipment for the attainment of the educational aims as stipulated in 

the National Policy on Education (2004). The onus now lies on the 
administrator and teachers to achieve the aim of building a free and democratic 
society; a just and egalitarian society; a united and self-reliant nation; a great 

and dynamic economy; a land of bright and full opportunities for all citizens, as 
the philosophy of Nigerian education.  The processes required for imparting 

these objectives on the students are: 
(i) Process of decision-making 
(ii) Process of organization 

(iii) Process of executive 
The combination of the three processes gives the process of co-

ordination, process of participation, process of co-operation and channel of 

communication.  This suggests that there should be co-operation between the 
teacher and the taught on what job to be done and where the activities should 

take place.  In fact there are very many techniques or processes for effective 
administration aimed at achieving the desired objectives.  These processes 
serve as a frame work which give guides to practicing and would be 

administrators. 
 
Application of Administration in Education  

 Administration in education is concerned with the coordinating of 
various activities of people in the school system to accomplish teaching and 

learning. It is the process of using methods, principles and practices to 
establish, develop and execute the goals, policies, plans and procedures 
necessary to achieve the objectives of education, (Obi, 2004). All people working 

in the school will have to contribute towards the accomplishment of these 
goals.  These include; teachers, and other professional staff, parents, and the 

community.  Others are; ministries of education, members of the State 
Education Commission, Universal basic education commissions, Local 
Education Authorities.  In the actual performance of its functions, educational 

administration may be seen in terms of the job to be done, the man to do the 
job and the social setting/ environment.  This is referred to as the Tri-
dimensional concept of educational administration (Igwe, 1990). 
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The job to be done:  The job to be done is usually made up of a group of 
interrelated tasks each of which requires some special knowledge, information, 

concept, skill and ability. Igwe (1990) classified the job into four component 
tasks: 

i) The content of the job in relation to making funds available and 
adequately utilizing them, as well as caring for all educational 
facilities. 

ii) Recruitment and development of staff through in-service training, 
conferences and workshops. Assigning duties and responsibilities to 
staff and other related matters. 

iii) The improvement of educational quality and opportunities in totality. 
This includes the entire curriculum content, its planning and 

development, textbooks, laboratory equipment and library facilities. 
Others include teaching aids and instructional materials. 

iv) The maintenance of effective school- community relationship in such 

areas as in the use of facilities, economic contributions, general 
services and assistance, research knowledge, cultural exchange, 

sports, agricultural inter-relationship and research support services, 
amongst others.    

 

 
 
The man to do the job:  This is the man who has an overall physical, 

intellectual and emotional capability.  The man is the person who does the job 
of transmitting those things which are worthwhile in politics, religion, 

economics, history, culture, morals and the laws of the local community or 
society to those who are committed to them by the children or adults (Ezeocha, 
1992). This man must be physically, intellectually, mentally and emotional 

stable and balanced in order to be able to handle such sensitive and very 
crucial tasks of administration.  These qualities among others would also 
enable him face the realities of life since he is dealing with human beings.  As 

stipulated by Ezeocha, the administrator; 
 Must possess the ability to achieve good human relations in order to be 

sympathetic with his staff and students. 
 Should be prudent or wise in order to work cooperatively with the staff in 

the school.  The man should possess the quality of knowing his bounds 

and not to over overstep them. 
 Should be flexible and easily adaptable to modern changes which will 

effect development in school administration. 
 

This summarily implies that the administrator on the job must not only be 

in “control” but the “controller” of all the organizational tasks and activities. 
 
The Social Setting/Environment 

 Both the job to be done and the man to do the job exist in a social 
setting/environment.  The environment is an aspect of administrative process 
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which consists of all external forces, facilities and factors needed for the 
achievement of the objectives of the administration.  It also involves the society, 

educational system and external physical forces.  This implies that all 
educational administrators interact with the social setting within and outside 

their institutions.  They must as well respond to and interact with the society, 
the community, educational system and all environments external to their 
institutions.  As the administrators systematically reform his functions some 

social and environmental factors come to bear.  Some of them as mentioned by 
Igwe (1990) include: 
 

(i) The social, ethical and religious mandate in the society concerned: 
The society has certain role expectation of the educational 

administrative organization which impacts on the administrator the 
need to conform to the ethical norms, social and religious values of 
the society.  This invariably when properly and tactically done brings 

peace and harmony between the school and the environment. 
(ii) The cultural patterns and educational needs of the society: The 

Oxford Advanced Learner’s Dictionary defined culture as the customs 
and beliefs, art, way of life and social organization of a particular 
group.  It is therefore incumbent on the administrator to recognize 

and promote the cultural patterns of the environment where the 
school is found since this is equally what education sets out to 
achieve. 

(iii) The Manpower needs and the pattern of their utilization in the 
society:  This demand that the administrator must consider all these 

if he must honestly satisfy the aspirations of his people in the course 
of discharging his duties. In other words, he should always be 
conscious of the manpower needs of the society in which he works. 

(iv) The state of the Economy:  The trend of the economy in the society 
should be paramount in the heart of the administrator bearing in 
mind that education has to be paid for directly or indirectly.  

Sometimes, there is a feeling that the economic external environment 
is concerned only with businesses whose aim is the production and 

distribution of goods and services which people want and pay for.  But 
it is of great importance to educational institutions which take 
resource inputs from tax payers, students and changes these inputs 

into educational and resource services.  Most kinds of organization 
need capital “building, inventories of goods, office equipment, tools of 

all kinds and cash”.  Cash resources may be generated within the 
organization to buy capital items outside, as happens when a school 
uses cash returns accruing from agricultural sales or that coming as 

a result of hiring school hall for social gathering, for buying teaching 
aids and some other maintenance services. 

As noted by Igwe, each of these social factors will always exercise a great 

deal of influence on the job to be done, the man to do it and the whole 
gamut of the administrative set-up.   It specifically exerts greater influence 
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on the man as he under goes some problem solving processes.  Therefore, 
educational administration completely deals with a complex network of 

related activities which involves decision-making, effective leadership by the 
administrator as well as implementing and evaluating the decisions 

reached. 
 

 

The Role of the Administrator in the Administrative Process 
 
Administrative process has earlier been defined as a technique or method 

adopted by the administrator in coordinating and controlling the scarce 
resources – manpower, finance and capital equipment in order to attain the set 

objectives. There are many techniques or processes for effective administration 
with the intent of attaining set objectives.  No wander a number of studies have 
tried to find out whether there is a universal set of activities that characterize 

the administrative task.  To identify the activities it is imperative to ask; 
(i) What activities characterize the work of the administrator?   

(ii) How will the work be divided; 
(iii) How will the work be done;  
(iv) Who will do the work;  

(v) What will the work be done with;  
(vi) When will the work be done;  
(vii) How well should the work be done;  

(viii) How well is the work being done? 
The attempt to provide answers to these eight questions makes the 

tasks/functions of the administrator most apparent.  These activities 
distinguish the administrators’ roles to the welfare of the organization.  In 
school setting for instance, the teaching role/function is distinct from the 

administrative functions. Teachers utilize instructional materials, prepare 
lessons, instruct pupils, correct tests and do their related work to the teaching 
and learning processes.  The teaching process produces something of greater 

value (outputs) utilized in the process. 
 

The educational administrator is the pivot on which all the educational 
activities revolve. The success or failure of the programme for an entire school 
system or an individual institution depends to a great extent on the quality of 

the administrator’s leadership, resourcefulness, creativity, and his ability to 
move on harmoniously with colleagues and those under him. An administrator 

who is temperamental is most likely to end up with a chaos environment that 
hampers effectiveness and efficiency. Nonetheless, the role of the administrator 
is more than performing teaching duties.  He should be concerned with 

pursuing the goals to be attained, providing teachers with resources required 
to attain objectives, stimulating quality performance, sensing modifications 
necessary to cope with external forces that may distract the institution from 

teaching goals and appraising how goals are being achieved (Knezewich, 1975).  
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The administrator therefore works with people to attain these goals of the 
organization. 

However, several theorists have come up with lists of words they consider 
as appropriate in describing the administrative functions or process.  These 

processes are frame work that provides guide to the administrator. The 
different components of administrative process may be outlined and defined as 
follows: 

 
Planning: Oriaifo (2003) defined planning as “a process of establishing 
priorities for future actions in an attempt to solve economic problems, which 

stem from the existence of scarce resources. Planning function has four 
important goals as; to offset uncertainty and change, to focus attention on 

objectives, to gain economical operation, and to facilitate control.  The 
implication is that every institution should know where it is going and 
administrator should engage in planning to give direction to the activities of an 

institution the dynamic environment confronting organizations, the need to 
identify and define emerging roles for the organization and the need to relate 

the organization to various environmental systems that make planning 
function critical and a matter of high priority.  Obi (2003) identified three main 
features in every plan to include; every plan must be future oriented; it deals 

with predetermined objectives or decisions; it must be a process or a strategy. 
There are also three stages that are popular in planning as reiterated by Obi 
(2003). They include; decision stage, implementation stage and evaluation 

stage. Good planning backed by sincere effort therefore produces good results 
in the organization. 

    In education, planning is concerned mainly with identification and 
clarification of goals and performance objective for the purposes of 
effectiveness, efficiency, accountability and economy or thrift.  The implication 

is that every institution should know where it is going and administrators 
should engage in planning to give direction to the activities of an institution.  
He should prepare a plan that will embrace the subjects in the school 

curriculum, the number of students, the number of classes, the number and 
qualifications of teachers to teach the various subjects as well as the 

instructional materials required for effective teaching.  He takes inventories of 
personnel and make request in areas of shortage quite ahead of time.  He 
prepares quite on time the school time-table before resumption from holidays 

and possible clashes are resolved before classes commence. 
 

Organizing:   To organize implies the development of interconnections between 
the various subsystems and the total organizational pattern.  It is a design of 
methods and determination of activities required to achieve objectives of the 

organization.  In educational institutions, the administrator organizes both the 
human and material resources.  He organizes the work in the school into units 
with each unit being headed by a specialist.  He distributes duties and 

responsibilities to both teachers and non-teaching staff alike.  School facilities 
and instructional materials are properly allocated to ensure proper teaching 
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and learning process.  Rules guiding the behavior of the entire staff are well 
defined. 

 
Coordinating:  Co-ordination is the task of harmonizing the activities of 

various aims of the organization.  It ensures team work toward realization of 
objectives.  It is the function of the school administrator to co-ordinate all 
activities of the various units within the school.  He schedules activities in such 

a way as to eliminate conflicts, so that the objectives of teaching and learning 
may be attained.  Since the teachers are interdependent, it is the responsibility 
of the administrator to co-ordinate their activities. 

 
Commanding or Directing:  This is the task of optimizing the productivity of 

staff.  The school administrator should therefore have accurate knowledge of 
his staff, eliminate the incompetent, set a good example, take initiatives and 
encourage a spirit of belonging among his staff.  The term commanding is 

similar to directing or stimulating.  The school administrator is expected to 
provide effective leadership by stimulating his staff to perform and guiding 

them as to what to do.  He as well guides the performance of the students by 
instructing them on their routine duties.  He gives proper information to both 
staff and students during assemblies. 

 
Controlling:  The administrative function of controlling is the measurement 
and correction of the performance of activities of subordinates in order to make 

sure that educational objectives and the plans devised to attain them are being 
accomplished.  The school administrator ensures that things are done in 

accordance with laid down rules and regulations.  Control helps in evaluating 
the output with a view to discovering the weakness that can be rectified for 
greater school efficiency. Within an organization such as the school, an 

administrator employs different strategies to ensure that right things are done 
at the right time and that those under him conform to the expected and 
desirable behavior. Such control strategies include; policies and rules, 

organizational design, performance appraisal, budget and technology, personal 
visits and informal discussions. Government policies and rules such as those 

contained in the National Policy on Education, the constitution, decrees, edicts 
and education laws provide guidelines on what should be done and what 
should not be done (Oyedeji & Fassasi, 2006). These laws are made so as to 

enable the government to control education. The administrator by his position 
should be guided by the law and he should as well apply it in guiding others. 

Communicating: Communication is one of the basic elements of 
administrative process and it is central to all functions. It is defined by Amobi 
and Nnabuife (1999) as the art and science of conveying one’s thought, need or 

information to another person or a group of persons. This can be through 
verbal utterances or non-verbal expressions. An organization cannot survive 
unless the administrator develops means of communication among various 

operating levels. In the light of this, Omenyi (2007) described communication 
as a means of imparting, exchanging attitudes, ideas and information through 
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human abilities or technological media. School administrators who are skilled 
in communication have an improved chance of facilitating change within the 

school building. School leaders who are effective in achieving change 
communicate frequently and effectively with individuals and with groups and 

they facilitate communication among group members of their organization. 
Formal communication addresses task-related issues and follows the 
organizations authority chain where the administrator gives direction to the 

teachers, provides advice to group members as well as offers needed 
suggestions.    
  

 Decision-making: Later writers on school administration introduced 
“decision-making, and evaluation” as part of the administrative process.  The 

importance of these two elements stems from the fact that decision-making 
acts as characteristics of organizations behavior.  While the main work of the 
executive is to take decisions and initiate and direct actions based on them, his 

decisions are based on facts and values that are subject to change over time 
and therefore require a continuous evaluation or appraisal.  This will ensure 

their authenticity looking at the objectives to achieve. 
 

 According to Adeleke in Oyedeji & Fasasi, (2006) decision-making is a process 

of generating and evaluating alternatives and making choice among them.  It 
entails selection of a course of action from alternative courses intended to bring 
about the future state of affairs envisaged.  For each of the administrative 

functions, decisions are made on specific activities to be performed in the 
school environment.  The school administrator takes decisions on curricular 

and extracurricular programmes, human and material resources needed for 
achieving educational objectives.  He also takes decisions on finance, 
information, time for carrying out specific programmes and then environment 

for executing a particular decision.  Methods of teaching, modes of 
communication and procedures for acquisition and utilization of resources are 
also decided upon.  The output of the decisional process is rules or policies to 

guide subsequent behavior.  The importance attached to decision-making lies 
in its impact on future behavior in the organization. Ukeje et al (1992) 

explained that decision-making is a process by itself which takes cognizance of 
the past history of the organization and the experience of the administrator in 
relation to the current state of affairs in order to project the future actions to be 

taken.  It is therefore the main function of administration and it follows the 
process of: 

1) Identification of problems: There must be a situation that calls for a 
decision before there can be decision-making (Felt need) 

2) Location and clarification of the problem: It is essential to define or 

diagnose the nature of the problem.  This involves making a breakdown 
of the problem and carefully studies them to determine the cause with a 
view to finding out how to solve the problem. 

3) Analyzing the problem by gathering relevant data (further clarification) 
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4) Consideration of goals: Alternative courses of action must be generated 
and goals must be placed in order of importance.  Suggestions of possible 

solutions must be proffered. 
5) Each alternative course of action should be applied since every problem 

has more than one solution, look for the solution that requires less 
resource (time, money, skill, energy etc). 

6) Select the best alternative:  Having considered all other possibilities, 

choose the one that requires less resource but gives the desired or 
expected outcome. 

7) Put the decision taken into action:  It is not enough to select the best 

alternative.  Let your actions reflect the decision you have made. 
8) Accept Responsibility:  Decision is not made out of fear or pressure but it 

is based on conscious thought.  Be knowledgeable about the 
consequences of the decision you made and be ready to take effective 
responsibility. 

9) Evaluate the outcome of decision made:  After the choice is rendered and 
the decision put into effect, the decision should be evaluated.  If they give 

expected results, congratulate yourself but if any of them did not give the 
expected result, learn from it and make necessary adjustments. 

 

When an administrator is able to take these steps in making good and 
informed decision, he can effectively manage the organization and achieve 
positive results. 

In education, decision-making is a vital element in the administrative 
process since what the administrator does depends on his choice among 

alternative paths to his goals as well as how he decides to move along that path 
by allocating time and resources.  Explaining further, Ukeje et al emphasized 
that a decision is the result of deliberation, calculation, thoughtful response to 

internal and external conditions of the environment.  So the 
administrator/school head makes wide consultations and deliberations with 
the ministry of education, staff and student body on issues relating to 

curriculum, teaching/learning, school discipline and inter-community relations 
etc.  He then makes a choice of all the suggestions given to him and be ready to 

defend its application.  Whatever is his choice must reflect the school’s 
objectives, policies and plans.  Administrative process thus refers to the 
manner through which an institution takes decisions and desired actions to 

attain its objectives. 
. 

Evaluating:  Evaluation is a life pattern of organization’s daily activities 
because human beings all over the world have evolved overtime a culture of 
judgment.  At most levels of human action, individuals, groups, organization 

and government pass judgment about the appropriateness or 
inappropriateness, desirability or undesirability of events, decisions 
performances, processes, objectives, situations and the like.  In line with this, 

Otu (2006) views evaluation as the process of determining the quality, worth, 
significance of anything be it an activity, events, person, object or programme.  
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Generally, evaluation is seen as frequent decision-making and judgments 
which individuals, groups, institutions and governments pass on what affect 

their lives and those of others.  Thus evaluation seeks the most effective use of 
available resources to ensure that all programmes, events or activities of 

administration fulfill their goals successfully. 
 Further, evaluation in educational administration consists of the 
behavior to make decisions about an educational programme in relation to set 

objectives.  It is important to point out that the human society is not static, but 
dynamic.  Therefore educational administration which operates within the 
confines of the society is ever changing.  This demands that the administrator 

should always evaluate his administrative processes for necessary feedback to 
enable him define and redefine his goals to accommodate innovations. 

 The school administrator uses evaluation to determine the extent to 
which educational objectives are either pursued or achieved.  To achieve this, 
certain questions call to mind: How well does administrative process perform 

with respect to criteria set?  How can the process be better improved to attain 
the set goals?  Decision has to be taken on the type of evaluation, when to 

evaluate and what to evaluate.  Evaluation therefore serves as a hub of change 
and innovation in administrative process that predict the general trend in the 
development of teaching and learning. 

 
 
 

Who is an Administrator? 
The term ‘administrator’ has been described in different ways by different 

organizations.  However, there can be no simple statement as to who an 
administrator is, the idea of an administrator depends to some extent on the 
perception of him, and especially on the way he carries out his task or tackles 

the problems before him.  For instance, some people see an administrator as a 
`dictator’ based on the fact that he issues orders and makes sure that they are 
obeyed.  He may also be seen as an executive head of his organization because 

of the way he takes decisions and implements policies and programme.  Some 
others still see the administrator as a `coordinator’ who has to organize 

activities in such a way that things will work smoothly according to plans.  
Ozigi (1975) further identified other words used to describe the administrator 
like ‘boss’, ‘leader’, `Head’ ‘Director’, ‘manager’ Adviser, `problem solver’ etc.  All 

these terms mean different things to different people because of the complex 
attributes that are carried out in different organizational setting.  All in all, 

administrator works with and through people to accomplish the goals of the 
organization. 

In the educational setting, the purpose of school administration is to 

enable members of staff of the school and the students to work together with 
the head-teacher of the school as a team in order to achieve the desired goals 
and objectives of the school.  The school administrator is the person 

responsible for coordinating and controlling all the scarce factor resources of 
the school in order to achieve set objectives.  His responsibilities revolve 
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around most of the administrative processes, such as planning, coordinating, 
communicating, controlling, decision-making and organizing. 

To Gregorc & Johnson in Barnhardt (1977), an emerging view of a new 
breed administrator is becoming evident: 

 He is seen as an implementer, and evaluator of educational programmes. 

 He is seen as a synergist, teacher of teachers, an organizational designer, 

a political statesman and an accountability monitor. 

 He must be aware of interpretations of equal opportunity, programme 

design, trends in curricular and personnel administration, and of local 
community mores.  In this view, the school administrator is less a 

bureaucratic and more of a leader and facilitator… 
The administrator is thus expected to understand individuals and groups and 
to utilize their individual talents rather than just manage an organization with 

fixed positions to be filled by replaceable, standardized parts.  This type of 
administrator needs more than training in scheduling classes, disciplining 
students, increasing efficiency and managing an organization.  He needs 

professional assistance in identifying and interpreting differences and lines 
among individuals and groups. 

Collectively, the greatest task of the administrator is to set out methods 
or procedures that will guide him in attaining the goals for which the 
organization was intended to achieve.  A key function of such an administrative 

role is to develop an administrative process that is capable of accommodating 
to the complex and dynamic quality of evolving educational programmes 

(Banhardt, 1977).  The administrator must therefore possess both the personal 
qualifications and expertise necessary to carry out his changing role since this 
role implies an adaptive, innovative, flexible and loosely structured 

administrative approach, a person in such a role must, above all, possess a 
high tolerance for ambiguity. 

An administrator must also be people-oriented.  He must be sensitive to 

human differences and be able to build upon those differences.  He must foster 
informal, open relationships and delegate responsibility through a 

decentralized and horizontally oriented administrative structure.  He must 
ensure a free flow of communications in all directions, and must be tuned and 
sensitive to formal and informal communication channels.  He must be able to 

organize in such a way that their diverse interests and collective efforts are 
channeled towards an acceptable direction. 

 
 
QUALITIES OF AN ADMINISTRATOR 

 
1. An administrator from the foregoing discussions must possess the ability to 

achieve good human relations in order to be faire to and sympathetic with 

his staff. 
2. He should be prudent or wise in order to work co-operatively with the 

teachers and students in the school 
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3. He should be flexible and easily adaptable to modern changes which will 
effect development in school administration. 

4. He should be an authority and in authority.  Being an authority depicts an 
acquisition of professional qualifications in education.  An administrator is 

in authority when he possesses the legal power backing him as a teacher or 
principal.  This legal power is the letter of appointment.  Today, he is 
expected to have registered with the Teachers’ Registration Council of Nigeria 

(TRCN) and also obtain his license to practice. 
5. An administrator should possess skill by being knowledgeable, tactful, and 

friendly in performing his tasks. 

6. He must be a man of integrity, frankness, and dedication. 
7. He must always be fair, impartial, dedicated and courageous 

8.  A good administrator must be appreciative of what other people have done, 
and exhibit good attitude towards others. 

9.   An administrator must maintain a good moral conduct. 

10. He must be innovative and creative in nature to enable him easily adapt to   
changes in curriculum and instructional development. 

11.  He should have high aesthetic value 
12. He must be decent in dressing and noted for cleanliness and orderliness 
13. He must be known for his sense of determination, self-confidence and self-

respect. 
 
SUMMARY 

The overall progress and achievement of any organization is purely dependent 
on the skill and competence of the administrator in adopting acceptable 

process geared towards achievement of the organization’s goal. The 
administrative process has however been described in different ways and it was 
shown that there is no right or wrong answer about what constitute the 

administrative process.  Each selection depends on the opinion of the authority 
and the environment being addressed. Nonetheless, the process revolves 
around the elements of planning, organizing, coordinating, directing, 

controlling, communicating and decision-making. 
 The work shows that the major process that controls every other element 

is the process of decision-making.  It is the wheel through which other 
processes revolve.  In every activity of the administrator, he needs to take 
decision/s by diagnosing problems, discovering alternative solutions, analyzing 

and comparing alternatives and selecting the plan to follow.  Other processes 
like planning and organizing were also discussed, bringing out their 

concomitant implications in school administration.  Planning was seen as 
follow-up of decision-making.  It is therefore incumbent on every educational 
institution to make adequate provision for decision-making process with 

regards to institutions goals and objectives, policies and programmes aimed at 
achieving a desirable outcome. 
 It is also stressed that the administrator must possess unique qualities 

that will enable him to be in full control of the system. In the educational 
setting, these crucial and unique qualities empower the administrator in 
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exploring the right techniques that will equip him adequately in attaining the 
educational objectives, with regards to teaching and learning. 

 
Questions 

1. How can you explain the term administrative process? 
2. What is the 3-Dimensinoal Concept of administrative process? 
3. What are the major elements of the administrative process as stipulated 

by Fayol (1916)? 
4. Highlight the major roles of the administrator in the administrative 

process. 

5. Discuss in detail the relationship between the process of decision making 
and the process of planning? 

6. Explain in detail the work of a principal as an administrator 
7. Outline 6 qualities of an administrator. 
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