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Abstract : The study determined the Administrative traits and capabilities of Mindanao State University Heads of office as
perceived by their respondents. Specifically, this study attempted to find out: To get the primary data, a self- constructed
survey questionnaire which was validated by a panel of experts, including the adviser. Most of the MSU head of office were
aware of their duties and responsibilities as a manager. Considering their vast knowledge and expertise on the technical or
task aspects of the job, it is not surprising that respondents perceived them to a high degree as work or task oriented. MSU
head of office were knowledgeable and capable in performing field-specific, specialized tasks and enabling them to coordinate
work, solve problems, communicate effectively, and also understand the big picture in light of the front-line work that must be
performed. The significance of coaching or mentoring in this instance may be explained by the less number of Master’s or
Doctorate degree holder among employees resulting to close supervision and mentorship of head of office towards the latter;
Without comparison, interpersonal or human relation capabilities is a very effective way in dealing with people as it gives them
the opportunity to influence their employees. In the case of MSU head of office, the best way of dealing with problematic
employees is by establishing trust and allowing them to partake in the decision making even on setting organizational goals as
it would make them feel part of the organization; Thus, it is recommended that the success of an organization depends largely
with the effectiveness of the head of unit. In this case, being development oriented would mean encouraging both head officers
& employees to know not only the technical know hoe of the organisation but also the visions, missions, goals & the latter’s
aspirations to establish cooperation & harmonious working environment; hence, orientation & reorientation time to time would
enable them to be more development oriented; With respect to human relations, effective interpersonal relationship between
head of unit & employee is of paramount importance. In order to strengthen the relationship between the two, the management
should establish an upward & downward communication where two parties will have to establish an open & transparent
communication, either through verbal & non-verbal one.
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