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Public Administration  
Credential: - Associate in Applied Science 
Degree in Public Administration 
A2512H 
 
Public Administration is a concentration under the curriculum title of 
Business Administration.  This curriculum prepares students for entry 
into management positions in state/local governments and not-for-
profit organizations, provides education for current employees, and 
informs citizens of governmental functions. 
 
Course work includes study and practical application in personnel 
administration, decision making, ethics, organizational theories, and 
budgetary and other governmental issues.  Emphasis is placed on 
building analytical skills, stimulating moral imagination, and 
recognizing the discretionary power of the administrator’s role. 
 
Through acquisition of knowledge and skills, individuals should be 
able to perform governmental activities.  By developing personal 
competencies and qualities, graduates will be eligible for 
employment in the public administration profession. 
 
Program Length:  4 semesters 
Career Pathway Options:  Associate in Applied Science Degree in 
Public Administration 
Program Sites:  Distance Education – hybrid courses at selected 
campuses 
 
Course Requirements for Public Administration Degree 
A. General Education Courses (16 SHC)  C-L-SHC 
ENG 111 Expository Writing 3-0-3 
ENG 111A  Expository Writing Lab 0-2-1 
ENG 114 Professional Research and Reporting 3-0-3 
 Humanities/Fine Arts Elective 3-0-3 
*MAT 140  Survey of Mathematics 3-0-3 
 Social/Behavioral Science Elective 3-0-3 
 
B. Required Major Core Courses (18/19 SHC) 
BUS 115 Business Law I 3-0-3 
BUS 137 Principles of Management 3-0-3 
MKT 120 Principles of Marketing 3-0-3 
 
Choose one of the following courses: 
Accounting  Elective: 
ACC 115 College Accounting                                               3-2-4 
ACC 120 Principles of Financial Accounting 3-2-4 
 
**Computer Applications Elective: 
CIS 110  Introduction to Computers 2-2-3 
CIS 111 PC Literacy                                                            1-2-2 
OST 137 Office Software Applications                                2-2-3 
 
Economics Elective: 
ECO 151 Survey of Economics 3-0-3 
ECO 251 Principles of Microeconomics 3-0-3 
ECO 252 Principles of Macroeconomics 3-0-3 

 
Concentration (12 SHC) 
PAD 151 Introduction to Public Administration 3-0-3 
PAD 152 Ethics in Government 3-0-3 
PAD 251 Public Finance and Budgeting 3-0-3 
PAD 252 Public Policy Analysis 3-0-3 
 
C. Other Major Hours Required (18 SHC) 
BUS 153 Human Resource Management 3-0-3 
BUS 260 Business Communication 3-0-3 
PAD 254 Grant Writing 3-0-3 
POL 120 American Government 3-0-3 
POL 130 State and Local Government 3-0-3 
 Major Elective 3-0-3 
 
Major Elective Course Listing (Select 3 SHC hours) 
BUS 110 Introduction to Business 3-0-3 
BUS 116 Business Law II 3-0-3 
BUS 151 People Skills 3-0-3 
BUS 252 Labor Relations 3-0-3 
BUS 255 Organizational Behavior 3-0-3 
CTS 130 Spreadsheet  2-2-3 
ECO 251 Principles of Microeconomics 3-0-3 
ECO 252 Principles of Macroeconomics 3-0-3 
INT 110 International Business 3-0-3 
SPA 111 Elementary Spanish I 3-0-3 
 
Total Semester Hours Credit Required for Graduation: 64/65 
 
Semester Curriculum for Public Administration Degree 
1st Semester (Fall) C-L-SHC 
 Accounting Elective 3-2-4 
ENG 111 Expository Writing 3-0-3 
ENG 111A  Expository Writing Lab 0-2-1 
 Economics Elective 3-0-3 
PAD 151 Introduction to Public Administration 3-0-3 
 Social/Behavioral Science Elective 3-0-3 
  15-4-17 
2nd Semester (Spring) 
BUS 115 Business Law I 3-0-3 
BUS 137 Principles of Management 3-0-3 
**CIS 110   Introduction to Computers 2-2-3 
ENG 114 Professional Research and Reporting 3-0-3 
 Humanities/Fine Arts Elective 3-0-3 
PAD 152 Ethics in Government 3-0-3 
  16/17-2-17/18 
3rd Semester (Fall) 
BUS 260 Business Communication  3-0-3 
*MAT 140 Survey of Mathematics 3-0-3 
MKT 120 Principles of Marketing 3-0-3 
PAD 251 Public Finance and Budgeting 3-0-3 
POL 120 American Government 3-0-3 
  15-0-15 
4th Semester (Spring) 
BUS 153 Human Resource Management 3-0-3 
PAD 252 Public Policy Analysis 3-0-3 
PAD 254 Grant Writing 3-0-3 
POL 130 State and Local Government  3-0-3 
 Major Electives 3-0-3 
  15-0-15 
*Students may substitute MAT 115 (nontransferable) 
**Student may substitute CIS 111 (nontransferable) or OST 137 
(nontransferable). 
 
Total Semester Hours Credit: 64/65 
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COURSE DESCRIPTIONS 
 
ACC 115  College Accounting 3-2-4 
This course introduces basic accounting principles for a business.  
Topics include the complete accounting cycle with end-of-period 
statements, bank reconciliation, payrolls, and petty cash.  Upon 
completion, students should be able to demonstrate an understanding 
of accounting principles and apply those skills to a business 
organization. 
 
ACC 120  Prin. of Financial Acct 3-2-4 
This course introduces business decision-making using accounting 
information systems.  Emphasis is placed on analyzing, summarizing, 
reporting, and interpreting financial information.  Upon completion, 
students should be able to prepare financial statements, understand 
the role of financial information in decision-making and address 
ethical considerations.  This course has been approved to satisfy the 
Comprehensive Articulation Agreement pre-major and/or elective 
course requirement. 
 
BUS 110  Introduction to Business 3-0-3 
This course provides a survey of the business world.  Topics include 
the basic principles and practices of contemporary business.  Upon 
completion, students should be able to demonstrate an understanding 
of business concepts as a foundation for studying other business 
subjects. This course has been approved to satisfy the Comprehensive 
Articulation Agreement for transferability as a premajor and/or 
elective course requirement. 
 
BUS 115  Business Law I 3-0-3 
This course introduces the ethics and legal framework of business.  
Emphasis is placed on contracts, negotiable instruments, Uniform 
Commercial Code, and the working of the court systems.  Upon 
completion, students should be able to apply ethical issues and laws 
covered to selected business decision-making situations.  This course 
has been approved to satisfy the Comprehensive Articulation 
Agreement for transferability as a premajor and/or elective course 
requirement. 
 
BUS 116  Business Law II 3-0-3 
Prerequisites: BUS 115 
This course continues the study of ethics and business law.  Emphasis 
is placed on bailments, sales, risk-bearing, forms of business 
ownership, and copyrights.  Upon completion, students should be 
able to apply ethical issues and laws covered to selected business 
decision-making situations. 
 
BUS 137  Principles of Management 3-0-3 
This course is designed to be an overview of the major functions of 
management.  Emphasis is placed on planning, organizing, 
controlling, directing, and communicating.  Upon completion, 
students should be able to work as contributing members of a team 
utilizing these functions of management. 
 
BUS 151  People Skills  3-0-3 
This course introduces the basic concepts of identity and 
communication in the business setting.  Topics include self-concept, 
values, communication styles, feelings and emotions, roles versus 
relationships, and basic assertiveness, listening, and conflict 
resolution.  Upon completion, students should be able to distinguish 
between unhealthy, self-destructive, communication patterns and 
healthy, non-destructive, positive communication patterns. 
 
BUS 153  Human Resource Management 3-0-3 
This course introduces the functions of personnel/human resource 
management within an organization.  Topics include equal 

opportunity and the legal environment, recruitment and selection, 
performance appraisal, employee development, compensation 
planning, and employee relations.  Upon completion, students should 
be able to anticipate and resolve human resource concerns. 
 
BUS 252  Labor Relations 3-0-3 
This course covers the history of the organized labor movement and 
the contractual relationship between corporate management and 
employees represented by a union.  Topics include labor laws and 
unfair labor practices, the role of the NLRB, organizational 
campaigns, certification/decertification elections, and grievance 
procedures.  Upon completion, students should be able to act in a 
proactive and collaborative manner in an environment where union 
representation exists. 
 
BUS 255  Organizational Behavior in Business 3-0-3 
This course covers the impact of different management practices and 
leadership styles on worker satisfaction and morale, organizational 
effectiveness, productivity, and profitability.  Topics include a 
discussion of formal and informal organizations, group dynamics, 
motivation, and managing conflict and change.  Upon completion, 
students should be able to analyze different types of interpersonal 
situations and determine an appropriate course of action. 
 
BUS 260  Business Communication 3-0-3 
Prerequisites: ENG 111 
This course is designed to develop skills in writing business 
communications.  Emphasis is placed on business reports, 
correspondence, and professional presentations.  Upon completion, 
students should be able to communicate effectively in the work place. 
 
CIS 110 Introduction to Computers 2-2-3 
This course introduces computer concepts, including fundamental 
functions and operations of the computer.  Topics include 
identification of hardware components, basic computer operations, 
security issues, and use of software applications.  Upon completion, 
students should be able to demonstrate an understanding of the role 
and function of computers and use the computer to solve problems.  
This course has been approved to satisfy the Comprehensive 
Articulation Agreement general education core requirement in 
natural science/mathematics (Quantitative Option). 
 
CTS 130 Spreadsheet 2-2-3 
Prerequisites: CIS 110 or CIS 111 or OST 137 
This course introduces basic spreadsheet design and development.  
Topics include writing formulas, using functions, enhancing 
spreadsheets, creating charts, and printing.  Upon completion, 
students should be able to design and print basic spreadsheets and 
charts. 
 
ECO 151 Survey of Economics 3-0-3 
This course introduces basic concepts of micro- and 
macroeconomics.  Topics include supply and demand, optimizing 
economic behavior, prices and wages, money, interest rates, banking 
system, unemployment, inflation, taxes, government spending, and 
international trade.  Upon completion, students should be able to 
explain alternative solutions for economic problems faced by private 
and government sectors.  This course has been approved to satisfy the 
Comprehensive Articulation Agreement general education core 
requirement in social/behavioral sciences. 
 
ECO 251  Prin. of Microeconomics 3-0-3 
This course introduces economic analysis of individual, business, and 
industry choices in the market economy.  Topics include the price 
mechanism, supply and demand, optimizing economic behavior, 
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costs and revenue, market structures, factor markets, income 
distribution, market failure, and government intervention.  Upon 
completion, students should be able to identify and evaluate 
consumer and business alternatives in order to efficiently achieve 
economic objectives.  This course has been approved to satisfy the 
Comprehensive Articulation Agreement general education core 
requirement in social/behavioral sciences. 
 
ECO 252  Prin. of Macroeconomics 3-0-3 
This course introduces economic analysis of aggregate employment, 
income, and prices.  Topics include major schools of economic 
thought; aggregate supply and demand; economic measures, 
fluctuations, and growth; money and banking; stabilization 
techniques; and international trade.  Upon completion, students 
should be able to evaluate national economic components, conditions, 
and alternatives for achieving socioeconomic goals.  This course has 
been approved to satisfy the Comprehensive Articulation Agreement 
general education core requirement in social/behavioral sciences. 
 
ENG 111  Expository Writing  3-0-3 
Prerequisites: RED 090 and ENG 090 or appropriate placement test 
scores  
Corequisites: ENG 111A 
This course is the required first course in a series of two designed to 
develop the ability to produce clear expository prose.  Emphasis is 
placed on the writing process including audience analysis, topic 
selection, thesis support and development, editing, and revision.  
Upon completion, students should be able to produce unified, 
coherent, well-developed essays using standard written English.  This 
course has been approved to satisfy the Comprehensive Articulation 
Agreement general education core requirement in English 
composition. 
 
ENG 111A  Expository Writing Lab 0-2-1 
Prerequisites: RED 090 and ENG 090 or appropriate placement test 
scores  
Corequisites: ENG 111 
This writing laboratory is designed to apply the skills introduced in 
ENG 111.  Emphasis is placed on the editing and revision 
components of the writing process.  Upon completion, students 
should be able to apply those skills in the production of final drafts in 
ENG 111.  The computer is used as a writing and design tool for this 
course. 
 
ENG 114  Prof. Research and Reporting 3-0-3  
Prerequisites: ENG 111 
This course, the second in a series of two, is designed to teach 
professional communication skills.  Emphasis is placed on research, 
listening, critical reading and thinking, analysis, interpretation, and 
design used in oral and written presentations.  Upon completion, 
students should be able to work individually and collaboratively to 
produce well-designed business and professional written and oral 
presentations.  The computer is used as a writing and design tool for 
this course.  This course has been approved to satisfy the 
Comprehensive Articulation Agreement general education core 
requirement in English composition. 
 
INT 110 International Business 3-0-3 
This course provides an overview of the environment, concepts, and 
basic differences involved in international business.  Topics include 
forms of foreign involvement, international trade theory, 
governmental influences on trade and strategies, international 
organizations, multinational corporations, personnel management, 
and international marketing.  Upon completion, students should be 
able to describe the foundation of international business. 

 MAT 140  Survey of Mathematics  3-0-3 
Prerequisites: MAT 070, MAT 080, MAT 120, MAT 121, MAT 161, 
MAT 171, or MAT 175 or appropriate placement test scores 
This course provides an introduction in a non-technical setting to 
selected topics in mathematics.  Topics  may include, but are not 
limited to, sets, logic, probability, statistics, matrices, mathematical 
systems, geometry, topology, mathematics of finance, and modeling.  
Upon completion, students should be able to understand a variety of 
mathematical applications, think logically, and be able to work 
collaboratively and independently.  This course has been approved to 
satisfy the Comprehensive Articulation Agreement general education 
core requirement in natural sciences/mathematics. 
 
MKT 120  Principles of Marketing 3-0-3 
This course introduces principles and problems of marketing goods 
and services.  Topics include promotion, placement, and pricing 
strategies for products.  Upon completion, students should be able to 
apply marketing principles in organizational decision making. 
 
PAD 151 Introduction to Public Admin 3-0-3 
This course includes an overview of the role of the public 
administrator in government and an examination of the development 
and implementation of public policy.  Topics include public 
personnel administration and management, decision making, public 
affairs, ethics, organizational theories, budgetary functions within 
governmental agencies, and other governmental issues.  Upon 
completion, students should be able to explain the functions of 
government in society and in the lives of people composing that 
society.  This course is a unique concentration requirement of the 
Public Administration concentration in the Business Administration 
program. 
 
PAD 152 Ethics in Government 3-0-3 
This course introduces the ethical issues and problems within the 
public administration field.  Emphasis is placed on building analytical 
skills, stimulating moral imagination, and recognizing the 
discretionary power of the administrator’s role.  Upon completion, 
students should be able to understand the moral dimensions of public 
administrative decision making. 
 
PAD 251 Public Finance and Budgeting 3-0-3 
This course provides an overview of the public finance and budgeting 
processes used in the allocation of public resources to meet differing 
public interests.  Topics include the political environment, 
government expenditures, revenues, taxation, budgetary process 
theories and techniques, and the relation of government finance to the 
economy.  Upon completion, students should be able to recognize 
impacts of government revenue and expenditure policies and 
understand the role of budgeting in executing governmental policy.  
This course is a unique concentration requirement of the Public 
Administration concentration in the Business Administration 
program. 
 
PAD 252 Public Policy Analysis 3-0-3 
This course is a study of methods and techniques used to determine 
the effectiveness of public programs.  Emphasis is placed on the 
concept of ecology and environmental impact, informal groups and 
information networks, and the relationship between public and 
private sectors.  Upon completion, students should be able to analyze 
case studies with the use of political analysis techniques.  This course 
is a unique concentration requirement of the Public Administration 
concentration in the Business Administration program. 
 
PAD 254 Grant Writing 3-0-3 
This course covers the basic techniques of successful grant writing.  
Topics include concept development, funding sources research, and 
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writing skills relevant to the grants process.  Upon completion, 
students should be able to demonstrate a basic understanding of the 
grants process. 
 
POL 120  American Government 3-0-3 
This course is a study of the origins, development, structure, and 
functions of American national government.  Topics include the 
constitutional framework, federalism, the three branches of 
government including the bureaucracy, civil rights and liberties, 
political participation and behavior, and policy formation.  Upon 
completion, students should be able to demonstrate an understanding 
of the basic concepts and participatory processes of the American 
political system.  This course has been approved to satisfy the 
Comprehensive Articulation Agreement general education core 
requirement in social/behavioral sciences. 
 
POL 130  State and Local Government 3-0-3 
This course includes state and local political institutions and practices 
in the context of American federalism.  Emphasis is placed on 
procedural and policy differences as well as political issues in state, 
regional, and local governments of North Carolina.  Upon 
completion, students should be able to identify and discuss various 
problems associated with intergovernmental politics and their effect 
on the community and the individual. This course has been approved 
to satisfy the Comprehensive Articulation Agreement pre-major 
and/or elective requirement. 
 
SPA 111  Elementary Spanish I 3-0-3 
This course introduces the fundamental elements of the Spanish 
language within a cultural context.  Emphasis is placed on the 
development of basic listening, speaking, reading, and writing skills.  
Upon completion, students should be able to comprehend and 
respond with grammatical accuracy to spoken and written Spanish 
and demonstrate cultural awareness.  This course has been approved 
to satisfy the Comprehensive Articulation Agreement general 
education core requirement in humanities/fine arts. 
 
 


