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General Introduction to an Office 

Meaning, Importance, Functions, Departments, Role of Office Manager, Duties and Qualities. 
 

Office Organization 

Meaning, Principles, Centralization and Decentralization of Office Services, Organizational Charts: 

Contents, Types, Advantages and Disadvantages. 
 

Office Accommodation and Layout 

Office Accommodation, Layout, Principles, Steps in Designing Office Layout, Types of Layout, 

Government Office vs. Private Office. 
 

Office Environment 

Meaning, Importance, Lighting, Temperature, Humidity, Ventilation, Noise, Interior Decoration, 

Cleanliness, Security and Secrecy. 
 

Office Management 
Meaning of Management, Functions of Management: Planning, Organizing, Staffing, Directing, 

Coordinating, Controlling. 


