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1.0 Introduction
Administration and Management skills are fundamental attributes or qualities that a manager or leader must possess to enable him/her function effectively in any organization, be it charitable or business related. The skills include, but not limited to:
communication, leadership, problem-solving, organization time management, decision making, negotiation, project management goal setting, delegation, motivation, collaboration, critical thinking, conflict resolution, empathy, team building, social skills, planning and active listener. Others include intelligence quotient (IQ), emotional quotient (EQ), risk management and adaptability.

Administrators usually possess exclusive abilities to solve problems using critical thinking skills. They are often the reference points that both members of staff and clients go to for help with questions and problems. An administrator is directly in charge of an organization and takes full responsibility for the successes of the organization and otherwise.

Undoubtedly, all Administrators of Companies, irrespective of the Companies’ areas of specialization need all sorts of managers for different levels of jobs. Professionals possess specialized knowledge by reason of their specialized training. For example, the qualities needed by a shop manager are different from those needed by the Chief Executive Officer of an exploration and production company. According to William O’Donohue & Jane E. Fisher Lawyers know how to write wills that can stand legal tests, physicians know how to combat various medical problems, and psychologists can understand changes in psychological conditions of an individual.

Business administrators and managers must possess good sense of judgement, and exceptional capability to earn respect and trust of other people. However, the search for an administrator of impeccable standard has taken many companies off track from their areas of interest while concentrating on certain specific traits or qualities.
Skills manifest in the ability that can be developed and not necessarily in-born. It is performance-driven and not in potential. Therefore, the major criteria for skillfulness must be effective action under certain conditions.

2.0 Literature Review
According to Robert Katz, successful administrator revolves around 3 basic skills, which can be classified into technical, human and conceptual. These skills may not be inter-related, but it might be some look at each one independently.

2.1 Technical Skill
As it sounds, this skill involves being proficient in a specific kind of activity, especially one involving methods, processes, procedures or techniques. For instance, it is quite easy to see the technical skills of an engineer, a musician, an accountant when each is performing his special and professional functions. Lawyers on the other hand, know how to write wills that can stand legal tests, physicians know how to combat various medical problems, and psychologists know best to understand changes in an individual’s mood. Technical skill talks about specialized knowledge, analytical competence to use specialized tools and techniques for such discipline and field. This is the most familiar out of the three skills because it is the most concrete and most required by the greatest number of people. Most of the training programs are targeted at developing specialized technical skill.

2.2 Human Skill
Human skill is the inherent qualities and traits possessed by an administrator to work effectively in a team, and the ability to build team spirits amongst team members. Just like the technical skill concerns techniques and processes, human skill is employed and deployed while working with individuals. This skill illustrates human abilities to perceive and understand others whether they are superiors, contemporaries and subordinates.

Individuals with well-developed skills are conscious of this attribute, and has no difficulty in understanding assumptions and beliefs of other people. He recognizes the usefulness and limitations that characterize others. He understands the different viewpoints, understanding and beliefs, of other individuals, which may not necessarily be the same with his. His skill in understanding other peoples’ point of view in an issue is exemplary. Above all, he has excellent communication skills and relates with others without stress.

Generally, there is always an atmosphere of confidence and security amongst his subordinates, and they feel comfortable to express themselves freely without any negative consequences. He motivates and encourages their participation in everything that concerns them. He takes interests in developing good career path of others in the company such that he is justified in most of his actions. With this consciousness, he conducts himself in a cordial manner, which earns him the respect and trust from other colleagues. Possession of this attribute must flow naturally and consistently, not only when taking decisions, but also becomes a routine to the individual. Human skill is regular and not occasional. Techniques cannot be randomly applied and neither can a personality trait be worn like a dress. To be effective the human skill of an administrator must be naturally developed, and unconsciously and consistently demonstrated in the individual’s action. It should be a part and parcel of the personality, and since human skill is a prerequisite of an administrator, any inadequacies are easier to recognize than skillful performances.

2.3 Conceptual Skill
This is also known as Creative Skill, which includes recognizing the inter-dependability of one function or another, and how changes in one practically affects the others. It also puts the relationship of individual business to the industry, the community, political, social and economic forces of a nation into perspective. Understanding all these, the administrator promotes the overall interest of the entire organization. Thus, the success of any decision depends not only on the conceptual skill of those that make the decision, but also on those who put the decisions into practice. For example, changes in business policies that are critical to affect the overall interests of the organization must be put into consideration.

Coordination of the any business does not only depend on the conceptual skill of administrator, but also on the whole future direction of the organization. The attitudes of the top executives in an organization are a direct reflection of the administrative creative ability. This is because their perception of the business growth, affects both the company’s objectives and policies, stockholders and employees’ interests. A company’s overall success largely depends on the conceptual skills of the executive officer in the implementation of company’s policies. The separation of effective administration into three are so closely related that it is difficult to differentiate between them.

2.4 Technical Skills versus Human Skills
Generally speaking, applicants seeking employment have the natural tendency to focus and concentrate more on their technical skills than on their interpersonal skills. This is a natural phenomenon because most advertorials focus on areas of specialization such as accounting, financial modeling, etc. Though some human resources managers take interpersonal skills into consideration while interviewing prospects for jobs. Some human resources managers consider interpersonal skills more valuable while hiring for their organizations. This is of course is dependent on the nature of employment being considered. Below is a summary of the differences between technical and interpersonal skills.
				
		Technical Skills
	Interpersonal Skills

	Intelligence Quotient (IQ)
	Emotional Quotient (EQ)

	Following Rules
	Changing Rules

	Learned in School
	Learned in Life

	Easily Testable
	Harder to Test

	Can be Learned
	Can be learned

	Heavy Focus in careers
	Equally important, but less focus






Table 1: Comparison between Technical and Interpersonal Skills (CFI)

A peep into managing behavioral healthcare in private practice by Nicholas P. Aramenti found out that it is a big challenge due to the type of problems presented for solutions. Professional healthcare managers who take the responsibilities of managing healthcare services may confront some decisions. This is because they must possess extra-ordinary skills to control between the moral concerns peculiar to patients’ care and the issues affecting consumption of resources in the. According to Strosahl (1994), therapy can never be practiced in an economic void. Therefore, healthcare practitioners must have sufficient resources for a successful practice.

The management team in a behavioral healthcare practice must aggregate the best procedures from the clinician and the business professionals. This is the major task facing those that into administration and management of a healthcare business. Encyclopedia Britannica defines a manager as someone who manages and exercises control of a business establishment. Sadly, very few behavioural healthcare givers are trained in the business skills required to discharge this function. Healthcare remains business enterprise. However, the overwhelming majority of behavioral healthcare practitioners (Psychiatrists, Social workers Psychologist) are in the category that have no training in business. Therefore, those involved in managing healthcare whether in a private or public practice must have a training in business.

3.0 Evolution of Leadership Theories
This has evolved into the contemporary thinking that leadership is relational, in the sense that it focusses on how the leader relates with others.

The Great Man’s theory says that leaders are born and not made, that leaders have natural abilities of power and influence. However, the Trait theory suggests that leaders have superior qualities, i.e. different traits than their contemporaries, which bestows natural ability to lead. In the Primal leadership opinion, emotional quotient could be adopted by applying different leadership styles. The style to adopt depends on the overall situation as assessed by the emotional intelligent leader. Leaders should be at different times, visionary, coaching, affiliative, democratic and pacesetting.

A visionary leader moves people towards shared objectives or dreams when change requires a new direction. A coaching leader connects employees’ own aspirations with organizational goals by helping the employees improve performance. An affiliate leader creates harmony in a team by connecting team members with each other. A democratic leader builds consensus by obtaining input and commitment from employees. (Goleman, Boyatzis, & McKee 2002). To apply any leadership method requires understanding one’s own emotion and those of others, harnessing them and linking them to motivating team members to engage in meeting a common challenge. 
Generally, the essence of leadership is about motivating and inspiring others to achieve results.

Human skill, which defines the ability to work with others in a team is important for effective administration at all levels. It is mostly relevant at lower cadres in an establishment, where interactions between administrators and their subordinates have been observed. The frequency with which personal interactions between subordinates and superiors declines as one progresses through the administration positions of authority. At this point, the need for human skill reduces drastically, and deployment of one’s creativity becomes inevitable with the need for policy decisions.

It therefore means that at lower levels of administration, both technical and human skills are paramount. Similarly, at the higher levels, the need for technical skill becomes less irrelevant, while conceptual skills increase rapidly. At the executive level in an organization, the only skill required for successful administration is the conceptual. This means that a Chief Executive Officer may lack both technical and human skills but yet becomes effective especially when his subordinates are technically sound and have good human relationship skill. The success of the organization completely depends on the Chief Executive Officers’ strong creative skill.



Fig. 1 Inter dependability of the 3 principal skills for effective management (CFI)

3.1 Skills Development
Many people may believe that leadership ability is inherent in certain individuals. It is true that some people possess natural aptitude or ability in certain skills. However, research in fields of human endeavours has shown that individuals with strong quantitative and qualitative aptitudes can improve their skills through regular practices and trainings. Moreover, people without natural abilities can improve their performances and overall effectiveness. The skill concept in administration suggests that there are hopes for improvement of administrative effectiveness into better administration for the future. Skill concept implies that people learn by doing. Various people have different quotients in learning and understanding, but skills are developed and improved upon through practice and personal experience and background.

3.2 Technical Skill Development
Technical skills development has been of great interest to industries and educational institutions over the years, and much progress has been recorded. Practice and experience are very key, during which the supervisors watch, tutor and guide their subordinates. This approach has been very effective in technical skill development.

3.3 Human Skill Development
This has been the much less studied and understood; but systematic progress has been made to develop it. Different methods have been applied to the development of human skill, as both the universities and professional bodies had incorporated in their sociology, psychology and anthropology curricula.

Practically, the executive should develop his human skill rather than depend on the advice of others. He should develop his perceptions towards others so that he will be able to recognize his feelings towards a particular situation, develop an attitude from personal experiences to enable him learn from.  His ability to understand and predict others people’s actions and words will distinguish his traits to communicate and finally develop the ability in effective communication.

It is very possible to develop human skill without undergoing any form of formal training. Others can be assisted by their immediate superiors. There should be regular and frequent opportunities for a supervisor to interact with his subordinates in order to understand their abilities to work effectively with others. This may appear subjective evaluation, that depends on the validity of the human skill. All promotions do not necessarily depend on someone else’s subjective evaluations and judgement.

3.4 Conceptual Skill Development
This as well has not been widely understood. Several methods have been attempted to help in developing this trait/ability. Some successes have been recorded through coaching of subordinates by superiors. This has resulted in the development of subordinates with high administrative potentials. Commonly, delegation of responsibilities had helped in achieving this instead of providing answers to every question.

Another good way of developing creativity is through trading jobs, i.e. by assigning higher responsibilities to promising young men through rotation of duties. Other possibilities include special assignments involving inter-departmental problems and management boards.

4.0 Examples of Management Skills
There are various examples of management skills that management must possess to run an organization successfully and efficiently.

The following 6 essential management skills are relevant to function in their respective areas.

4.1 Planning
This refers to one’s ability to organize one’s activities within the framework of one’s duties in an organization. It is equally a process of adopting a set of actions towards achieving set objectives in an organization within the limits of available resources. The process of planning includes identification of achievable objectives, development of strategies and tasks and targets towards achieving such set objectives. Commonly, this process of planning come in at the beginning of each financial year in order to identify and measure productivity within the year. In most cases it comes in 2 or more years of strategic planning for the organization. These set objectives form a benchmark for evaluating successes at the end of the year.

4.2 Communication
Every manager must possess effective communication skills. This is what determines how well information is shared amongst team members, aimed at ensuring that the group works in harmony and towards the common objectives. Managers’ communication determines how successful and effective defined tasks and targets are delivered. Communications involves the flow of information within an organization, be it formal or informal. Communication can be in written or verbal form, it could be from top to bottom or amongst peers. Channel of communication, once established and followed diligently leads to achievement of organizational targets and goals within a given time frame.


4.3 Decision Making
This is one of the important responsibilities of a manage in an establishment. Taking decisions by managers is a common management procedure in organizations. It is important that the quality of decisions is very key to the productivity or counter-productivity as the case may be.

Effective managers always take responsibility for their actions including but nopt limited to decision taking. A good manager must possess the skills to make quality decisions because it often dictates the rate at which organizational objectives are met and achieved.

4.4 Delegation of Duties
This is another key management skill, which managers must possess in order to succeed. It is the act of passing work-related tasks and authorities to other employees or subordinates. Managers with good delegation skills reassign duties to the perceived competent employees. Delegation is quite effective in accomplishment of set tasks. The process helps managers avoid waste while optimizing productivity and ensures accountability on the part of the employees. This is a skill that every manager must possess in order to achieve optimal results and meet organization’s expectations.

4.5 Problem-Solving
This is another essential skill a successful manager should possess in an organization. Subordinates and other clients will always encounter one problem or another and a good manager should be in a position to solve these problems seamlessly. To solve any problem, the management will first of all identify the problem and decide the best solution to such problem. Once a manage is the identified as a problem-solving, the manager stands out from the team, thereby earning confidence and reliance of the subordinates in his or her abilities and skills.

4.6 Motivation
The ability to motivate workers makes a great difference in an organization. This is a skill that is typically uncommon amongst most managers. Some overzealous managers do not see the need to motivate their subordinates, but take much delight in complaints. When subordinates are adequately motivated, the manager gets the best output from his team. There are several ways to motivate employees, but the choice of method depends on the organization and the need to motivate. Some could be through wages increase, trainings, delegation of authority, promotion, etc.

5.0 Conclusion
The purpose of this review is to show that effective administration and management depend largely on the interaction of the 3 basic personal skills and attributes – Technical, Human and Conceptual. An administrator needs sufficient technical skill to accomplish the technical operation of a particular job that he is responsible. He also needs human skills to work with others as an effective team member, and be able to build cooperative efforts within the team members. He equally needs substantial amount of creative skill to recognize the overlap of various factors, which will stimulate necessary action likely to lead to success and beneficial to the organization.

The importance of these skills are directly proportional with the administrative responsibilities of leaders. Lower levels of administration combine both the technical and human skills. On the other hand, higher levels, depend solely on human and conceptual skills, while at the top level, conceptual skill becomes paramount.

From the foregoing, good administrators are not necessarily born but are developed. By helping to identify skills, organizations must require various levels of responsibilities, which may be important to adopt during selection, training processes and promotion of executives.
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