


ISO 9001:2008 CERTIFIED

�������������������������������������������������������������������������������������������������������

MODERN OFFICE
MANAGEMENT

Dr. Jnanendu Kumar Mohapatra
M.Com, M.Phil, LL.B, Ph.D

Commerce, Management and Professional Studies

Maharshi College of Natural Law,

Bhubaneswar, Odisha.

Dr. Pranab Kumar Swain
M.Com, Ph.D

Head, Department of Commerce,

Nimapara Autonomous College.

Dr. Binayak Rath
M.Com, M.Phil, Ph.D

Head, Department of Commerce,

P N Autonomous College,

Khurdha, Odisha.

(For B.Sc and B.A Students of Odisha)



©  AUTHORS
No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording and/or otherwise without the prior written permission of the
publishers.

Published by : Mrs. Meena Pandey for Himalaya Publishing House Pvt. Ltd.,
Ramdoot, Dr. Bhalerao Marg, Girgaon, Mumbai - 400 004

Phone: 022-23860170/23863863; Fax: 022-23877178
E-mail: himpub@vsnl.com; Website: www.himpub.com

Branch Offices :

New Delhi : Pooja Apartments, 4-B, Murari Lal Street, Ansari Road, Darya Ganj,
New Delhi - 110 002. Phone: 011-23270392, 23278631; Fax: 011-23256286

Nagpur : Kundanlal Chandak Industrial Estate, Ghat Road, Nagpur - 440 018.
Phone: 0712-2738731, 3296733; Telefax: 0712-2721216

Bengaluru : Plot No. 91-33, 2nd Main Road Seshadripuram, Behind Nataraja Theatre,
Bengaluru-560020. Phone: 08041138821; Mobile: 09379847017,
09379847005

Hyderabad : No. 3-4-184, Lingampally, Besides Raghavendra Swamy Matham, Kachiguda,
Hyderabad - 500 027. Phone: 040-27560041, 27550139

Chennai : New No. 48/2, Old No. 28/2, Ground Floor, Sarangapani Street, T. Nagar,
Chennai-600 012. Mobile: 09380460419

Pune : First Floor, Laksha Apartment, No. 527, Mehunpura, Shaniwarpeth
(Near Prabhat Theatre), Pune - 411 030. Phone: 020-24496323, 24496333;
Mobile: 09370579333

Lucknow : House No. 731, Shekhupura Colony, Near B.D. Convent School, Aliganj,
Lucknow - 226 022. Phone: 0522-4012353; Mobile: 09307501549

Ahmedabad : 114, SHAIL, 1st Floor, Opp. Madhu Sudan House, C.G. Road, Navrang Pura,
Ahmedabad - 380 009. Phone: 079-26560126; Mobile: 09377088847

Ernakulam : 39/176 (New No. 60/251), 1st Floor, Karikkamuri Road, Ernakulam,
Kochi - 682011. Phone: 0484-2378012, 2378016; Mobile: 09387122121

Bhubaneswar : Plot No. 214/1342/1589, Budheswari Colony, Behind Durga Mandap,
Laxmisagar, Bhubaneswar - 751 006. Phone: 0674-2575129;
Mobile: 09338746007

Kolkata : 108/4, Beliaghata Main Road, Near ID Hospital, Opp. SBI Bank,
Kolkata - 700 010, Phone: 033-32449649; Mobile: 07439040301

DTP by : SPS, Bengaluru.

Printed at : M/s. Aditya Offset Process (I) Pvt. Ltd., Hyderabad.

First Edition: 2018
       



PrefacePrefacePrefacePrefacePreface

We have great pleasure in presenting the first edition �Modern Office Management�
written for students of UG courses. The subject matter is written in a simple
and easily understandable language with sufficient support from real business
world information.

The language of the book is simple and the coverage of various unit is exhaustive
with examples. This work is prepared as a basic material for the learners to know
fully about modern office management. We have tried to make the book very
useful for the students but still we will thankfully solicit and incorporate the
suggestions of our readers. This title �Modern Office Management� provides them
an opportunity to develop the skills necessary to meet the challenges.

This is an attempt to provide the students with thorough understanding of
modern office management concepts. In writing this book we have benefited
immensely from the studies of a number of books and the articles written by
scholars spread over diversely.

We are sure this book will prove to be useful to students and teachers alike.
The book would not have seen the light, but for the grace of God and the
blessings and support of our family members and friends.

We offer our gratitude to Himalaya Publishing House Pvt. Ltd., who is leader
in Commerce and Management publications. Our sincere regards to Mr. Niraj
Pandey, Mr. Vijay Pandey and Bijoy K. Ojha of HPH Bhubaneswar for interest
shown and for the best effort put forth in publishing this book.

Finally, we express our sincere thank to SPS, Bengaluru, for their excellent
computer typesetting work and the printing.

Any suggestions regarding improvement of errors, if any, will gratefully be
acknowledged.

Bhubaneswar                   Authors

 Jan. 2018



Unit - I: Office

What is a Business Enterprise? What is an Office? Who are Office Staff? What
are the most Common forms of Business Organisation? What are the Advantages
of Office Work? What are the Categories of Office Career and Job Classifications
under each category? What are the Specific Skill requirements for Office Jobs?
Duties and Responsibilities of Office Staff..

Unit - II: Records Management

Objectives of Record Keeping, What is Filing? What are the different Kinds
of Filing System? Steps in Filing, Indexing, Selecting the Appropriate Filing
System, How to Handle Incoming and Outgoing Mails?

Unit - III: Document/Report Writing

Key points to write a document, The Sw-h plan for writing, Steps in Writing
workplace documents, Important things to remember when editing seven layout
mistakes to avoid, Quick tips for report writing, Basics of Meeting.

Unit - IV: Supervisory Skills

What are the Skills of the Supervisor and How to acquire them? Functions
of Supervisor, Meaning of Communication, Process of Communication,
Communicating tools, Types of Communication, Barriers of Communication.

Unit - V: Ledership and Motivation

Meaning and Concept of Leadership, Importance of Leadership, Qualities of
a Leader, Motivation, Relationship between Leadership and Motivation, Differences
between Leadership & Motivation, Organizational Leadership, Leadership Ethics,
Traits of an Ethical Leader, Leadership Styles, Important Leadership Styles,
Situational Leadership, Emotional intelligence of Leader, Which Leadership
style to follow? Influence of Situational Leadership Styles on subordinate
development.

Syllabus



Sl. No.  Unit Name                Page No.

Contents
�������������������������������������������

 Unit - 1 OFFICE 1 - 30

What is a Business Enterprise?
What is an Office?
Who are Office Staff?
What are the most Common forms of Business Organisation?
What are the Advantages of Office Work?
What are the Categories of Office Career and Job

   Classifications under each category?
What are the Specific Skill requirements for Office Jobs?
Duties and Responsibilities of Office Staff
Review Questions

 Unit - 2 RECORDS MANAGEMENT 31 - 54

   Introduction

Objectives of Record Keeping
What is Filing?
What are the different Kinds of Filing System?
Steps in Filing
Indexing
Selecting the Appropriate Filing System
How to Handle Incoming and Outgoing Mails
Review Questions

 Unit - 3 DOCUMENT/REPORT WRITING          55 - 72

   Key points to write a document

The S-w-h plan for writing
Steps in Writing workplace documents
Important things to remember when editing

   seven layout mistakes to avoid
Quick tips for report writing
Basics of Meeting
Review Questions

�������������������������������������������



 Unit - 4 SUPERVISORY SKILLS 73 - 116
What are the Skills of the Supervisor and

   How to acquire them?
Functions of Supervisor
Meaning of Communication
Process of Communication
Communicating tools
Types of Communication
Barriers of Communication
Review Questions

 Unit - 5 LEDERSHIP AND MOTIVATION 117 - 160

   Meaning of Leadership
   Concept of Leadership

Importance of Leadership
Qualities of a Leader
Motivation
Relationship between Leadership and Motivation
Differences between Leadership and Motivation
Organizational Leadership
Leadership Ethics
Traits of an Ethical Leader
Leadership Styles
Important Leadership Styles
Situational Leadership
Emotional intelligence of Leader
Which Leadership style to follow?
Influence of Situational Leadership Styles

   on subordinate development
Review Questions



Office        1

Unit-11111

Office

Highlights

- What is a Business Enterprise?

- What is an Office?

- Who are Office Staff?

- What are the most Common forms of Business
  Organisation?

- What are the Advantages of Office Work?

- What are the Categories of Office Career and
  Job Classifications under each category?

- What are the Specific Skill requirements for
  Office Jobs?

- Duties and Responsibilities of Office Staff

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�

����������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�
���������������������	�
�����������������	�
�����������������	�


UNIT1



 2 Modern Office Management

WHAT IS A BUSINESS ENTERPRISE?
A business enterprise which is also known as a company or a firm is considered to

be an organisational and legal entity made up of an association of people which
includes both natural and legal persons, who share a common motive and unite in
order to focus their different talents and organize their collective skills or resources to
achieve specific goals and are involved in the provision of goods and services to the
consumers. A business enterprise can also be described as an organisation that provides
goods and services to satisfy human wants. Business enterprises serve as serve
conductors of economic activity. They may also be social non profit enterprises or state-
owned public enterprises which are operated by governments with specific social and
economic objectives.

WHAT IS AN OFFICE?
An office is where administrative work is performed by an organizations users.

This is done in order to support and realise the aims and goals of the organization. An
office may also denote a position within an organization with specific duties and
responsibilities that are attached to it. It refers to as a place originally referring to the
location of one's duty related to a particular task. An office can also be defined as an
architectural design-phenomenon irrespective of whether its size small or big. In
modern terms according to James Stephenson �an office usually refers to the location
where white-collar workers are employed�.

According to James Stephenson, �Office is that part of business enterprise which
is devoted to the direction and co-ordination of its various activities.�

According to Hall, �the office describes any place set aside for work of a clerical
nature, by whatever name it may be called�. It is a common view that an office is a
place where clerical work is carried out. Every kind of organisation, whether trading or
non-trading, needs clerical work and so needs an office.

Features of an Office:

a) Office is a place.

b) Different activities are carried out there.

c) The activities are of two types, administrative and clerical.

An office is described as an organisation and it has all the characteristics of an
organisation. The office may be for a trading or a non-trading concern. It may be of big
or small size.
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FUNCTIONS OF AN OFFICE
1. Primary or basic functions

2. Auxiliary or administrative management functions

1. Primary or basic functions
An office basically performs those functions that are related to information

management. It helps in receiving, recording, arranging, analyzing and transmitting
information

A. Receiving and collecting information

Receiving and collecting different types of information from the different sources is
the primary function of an office. The information is received from two sources. They
are internal and external. Letters, invoices, circulars, notices, memos are the internal
sources and suppliers, customers, government, banks and outside stakeholders are the
external sources.

B. Processing and arranging information

It is the most significant function of an office. The information collected and
recorded cannot be readily used for decision making and other purposes in the
organization. Therefore it must be processed and arranged. Processing information
involves preparing notes, sorting and editing all information and they are to be
arranged in a systematic way.

C. Supplying information

After arranging and analyzing information, it is ready for supply to the
management. It provides necessary information to its members whenever required.

Information helps in decision making.

D. Retention of records

Retention is defined as the preservation of records for future reference. It involves
collection, preservation, classification and protection of records for future reference.

Every record has a life span. It is protected according to its importance. Retention
of record depends upon the nature of organization. The efficiency of office depends
upon the way records are retained.

2. Auxiliary or administrative management function

A. Management process

To make any business successful there must be good management. Office helps in
effective management. It includes planning, organizing, staffing, coordinating,
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communicating, directing and controlling. It helps in smooth functioning of the
organization.

B. Public relations

There must be good public relation of the organization. The main purpose of public
relation is to make the organization look trust worthy to all people who deal with it in
all its activities because, the stake holders matter and for them, the enterprises exist.

C. Development of office system and procedure

Every office develops a definite office system and a fixed routine. It helps in
smooth flow of office work. The system is also known as procedure of office work.

D. Safe guarding the assets

All assets, movable and immovable, documents and office records must be guarded
and protected. They can protect these assets through insurance policies and physically
through securities devices or storage devices like chests, lockers, computerised storing
etc.

E. Form designing and control

An office designs, develops and prepares many types of form needed for office
management. It helps to get maximum benefits interms of time, money and energy.

Above all the office forms are vital tools for collection, storage and presentation of
information.

F. Purchasing stationery and supplies

Office stationery and supplies are essential for doing work. It helps in increasing
the efficiency and improving quality of work.

Office pays attention for purchasing right type of stationery and supplies with due
care and diligence.

G. Purchasing office furniture and machine

Office requires various types of office furnitures and machines for efficiency and
economy in performance.

The quantity, quality, consistency and completeness of work basically depend
upon the ability and quality of assets like office furnitures and machines.

H. Personnel function

Office not the least, creates the mannual as well as intellectual capital of the
organisation through timely and appropriate recruitment, selection, training,
placement, development, compensation and promotion of the employees. Thus, it can
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make a strong human resource foundation. The employees constitute the bodyand
brain of the organisation for ladder of suceess.

PURPOSE OF AN OFFICE
The purpose of an office is to derive optimum performance of employees and

maximum business from clients. To achieve this, minimum disturbance to employees
and minimum inconvenience to clients should be the motto of the designer.

1. Pattern of Population of an Office Building

The population of an office jumps from zero to maximum during the morning
hours. It gradually declines in late hours in the evening. Only maintenance staff
remaining there. So, the entrance should be large enough to cope up with this
condition and at the same time should not intimidate the visitors.

2. General requirements of an Office

Office is a space where people are active throughout the day. Keeping this in
mind, we have to consider all necessary factors that are essential for the design of a
comfortable office space. Like any other planning, adequate light, proper ventilation,
controlled sound level, right work surface and storage for stationary, convenient
placing of equipment and other sundry articles should be considered.

3. Reception Area

Face is the index. Hence, the entry point should be like a congenial, cordial and
greeting/welcoming one. Every visitor needs a pause before meeting the desired person
and also the channes/system to meet the officials.

WHO ARE OFFICE STAFF?
An office staff is an individual employed as a clerical worker in an office. His job

involves providing assistance to his superior officers in assigned duties and tasks. The
office staff should be well groomed in clerical occupations with good understanding of
office management procedures and practices. The office staff holds a very good official
position, social rank and a degree of social prestige. They are usually defined as
professional or clerical workers in an office.

BUSINESS ORGANISATION
Business ownership refers to holding of a business enterprise by an individual or

two or more persons or by a body corporate. New dimensions have been added to the
traditional forms of business ownership. This is because of the growth of business
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activity and specialization in each area. Multiplicity and complexity in the gradually
compounded human wants are the causes of growth, expansion and specialisation.
Therefore, the growth of business ownership is closely associated with the stages of
economic development based on the traditional transitions changes in taste, choice,
fashion, life-style and standard of living of the people of a country. The world of
business is undergoing continuous changes particularly after the Industrial and
Commercial Revolutions. Far reaching changes have taken place in transport and
communication system and have brought the parts of the world very close. The
business activity which takes both industry and commerce in its stride has to think of
efficiently managing the business system.

A business undertaking is an institutional arrangement to conduct any type of
business activity. The undertaking may be run by one person or group of persons. It
may be based on formal or informal agreement among persons who undertake to run
the concern. According to Wheeler, a business undertaking is �a concern, company or
enterprise which buys and sells, is owned by one person or a group of persons and is
managed under a specific set of operating policies.� The persons join together and pool
in their resources and conduct activities of the undertaking for the benefit of all.

The advent of factory stage brought out large-scale production of goods and
services. This resulted in the growth of various sizes of business units. This size
actually determined the form of business ownership. The business units which are
small in character in the initial stages were termed as sole trading concerns or one man
enterprise. Gradually, partnership firms emerged and ultimately Joint-stock company
form of business ownership came into being. These changes took place because of
increased production and distribution activities.

Various forms of business organisation could satisfy the demand of different types
of people of the society and also work for systematic growth of industrial and
commercial activities. Business units which emerged in different sizes, however, were
capitalizing in nature i.e., they always worked for getting more profit and acquiring
more wealth. When those business enterprises were concentrating on profit, ignoring
consumers� purchasing power, co-operative units were developed on the principles of co-
operation to protect primarily the interest of the weaker sections of the society. Side by
side government enterprises stressed primarily on �service motive� and secondary
importance was given to �profit earning�. But private business units had �profit
maximization� as the primary objective of their business.

Hindu Undivided family business and Joint Sector undertakings were the other
two forms of business organisation which emerged on the business scene. Organisation
is a mechanism through which people concerned are made to work together to achieve
the set goals. Inputs like men, machine, money, material and management, to produce
the required goods, are put together and the output (goods and service) is brought out.
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This is what the organisation does. In the process of production of goods or services in
the organisation, we come across several stages. It starts with planning the production,
setting the goals or objectives, formulating the financial plan, organizing, directing and
closes with controlling. All these activities take place to achieve the desired goals.

Meaning of Business Organisation
The term �Business organisation� refers to an organisation which indicates how a

business is structured. It is a social unit of people systematically structured and
managed to meet a need or to pursue collective goals on a continuing basis.

IMPORTANCE OF BUSINESS ORGANISATION
Business organisation is an act of grouping activities into effective co-operation for

accomplishment of specific objectives. It is primarily concerned with the creation and
distribution of utilities for earning profit. Its study reveals that it covers all spheres of
economic functions and provides a common link between the factors of business
activities. So, effective co-operation among various factors of production will increase
the volume of profit of the enterprise. It guides us to the improved method of
organisation and operation concerning production, marketing, financing, transporting
and trading.

Importance of business organisation can be summarized as follows:

1. Function

 Business organisation is particularly important for decision making. Most
companies either have a tall or flat organisational structure. Small companies usually
use a flat organisational structure. For example, a manager can report directly to the
president instead of a Director and their assistants are only two levels below the
President. Flat structures enable small companies to make quicker decisions as, they
grow rapidly with new products and need this flexibility. The Business Plan, an online
reference website, says small companies should not even worry about organisational
structure unless they have at least 15 employees. The reason is that employees in
extremely small organisations have numerous responsibilities, some of which can
include multiple functions. For example, a Product Manager might be responsible for
Marketing Research and Advertising. Large organisations often have many tiers or
echelons of management. As a smaller organisation grows, it can decide to add more
management levels. Roles become more defined. Therefore, it is important to know
which people oversee certain functions.

2. Communication

 The importance of organisational structure is particularly crucial for
communication. Business organisation enables the distribution of Authority. When
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person starts a job, the knows from day one, whom he will report. Most companies
funnel their communication through department leaders. For example, marketing
employees will discuss various issues with their Director. The Director, in turn, will
discuss these issues with the Vice President or Upper Management.

3. Evaluating Employee Performance

 Business organisation is important for evaluating employee performance. The
linear structure of functional and product organisational structures allow supervisors to
better evaluate the work of their subordinates. Supervisors can evaluate the skills
employees, their mutual relation within the organisation and the timeliness in work
completion. Consequently, supervisors can more readily complete semi annual or
annual performance appraisals which are usually mandatory in most organisations.

4. Achieving Goals

 Business organisation is particularly important in achieving goals and results.
This allows for the chain of command. Department leaders are in charge of delegating
tasks and projects to subordinates. As such, the department can meet project deadlines.
In essence, this fosters teamwork where everyone in the department works toward a
common goal.

5. Prevention/Solution

 Business organisation enables companies to better manage change in the market,
including consumer needs, Government regulation and new technology. Department
heads and Managers can meet, outline various problem areas and come up with a
solution as a group. Change can be expected in any industry. Company leaders always
should strive to find the best organisational structure to adopt those changes.

WHAT ARE THE MOST COMMON FORMS OF BUSINESS

ORGANISATION?

1. PUBLIC ENTERPRISE
The term �Public enterprise� refers to such industrial and commercial enterprises

which are owned and controlled by the Central and/or State Governments.

Definitions of Public Enterprise

According to M. N. Maliya, �Public Enterprises are autonomous or semi-
autonomous corporation and companies established, owned and controlled by the
state and engaged in commercial activities.�
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According to A. H. Hansom, �Public Enterprise means state ownership and
operation of industrial, agriculturar, financial and commercial undertaking.�

Features of Public Enterprises

1. Government Ownership: The PEs are wholly or partially managed and
controlled by the Government. The Government invests more than 50% capital
and have ownership on PEs. For example: IDCO, IPICOL, TDCCOL, OSRTC are
PES of Odisha IRCTC, LICI, GIC, Prasar Bharti (PEs of Indian Union Govt.)

2. Government Control and Management: Public enterprises are controlled by the
Government. For the operation of the enterprises, government can appoint the
�Board of Directors�, Chairman, General Manager, Managing Director etc.
Government has full ownership or majority of shares. So, Government can
nominate most of the employees. Thus, government plays a big role in the
management, operation and control of the PEs.

•  Legal Services
•  Health care Services
•  Educational Services
•  Transport Services
•  Personal Care
    Services
•  Information
   Technology Services

Forms of Organization

Services

 

•  Co-operative
    Industries
•  Credit Societies
•  Credit Societies
•  Consumer Stores
•  Other Services
    Society

Co-operatives
Enterprises

•  Sole Trading/
    Proprietary
    Concern
•   Partnership
    Firms
•   Hindu
    Undivided
    Family [HUF]
•   Joint Stock
    Company

Private
Enterprises

•  Government
    Department
•  Government
    Companies
•  Statutory
    Corporations
•  Statutory Boards

  

•  Government &
    Promoters and
    Public

Joint SectorPublic
Enterprises
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3. Service Motive: The main objective of PEs is to provide better services to the
society. Although PEs work with a profit motive but their primary aim is to provide
necessary and essential services to the citizen at moderate costs.

4. Separate Legal Entity: Public Enterprises are established under the Companies
Act, Corporation Act or any other Special Act. These enterprises have separate
legal entity and can buy, sale and manage the property, make contracts, hold
property and can sue or be sued in its own name.

5. Production of goods and services: These enterprises produce different kinds of
goods and services for sale. PEs are involved in production of clothes, cement,
sugar, milk and provide various facilities like water supply, electricity,
communication, transportation etc. PEs provide quality goods at reasonable prices
for the betterment and welfare of the society.

6. Public accountability: These enterprises are responsible for and accountable to
the public. It needs ethical and proper operation of their working. So, annual
progress report of PEs must be submitted to concerned committee of the Parliament
periodically and as and when called for.

7. Control by Board of Directors: In order to control the management and
activities of the enterprise there is a committee called �Board of Directors�. In Public
Enterprises Government appoints the directors including Chairman in accordance
with the ratio of share capital participation of the government.

8. Financing by the Government: Generally, capital for PEs is provided by the
government. Normally, PEs have autonomous financial provisions and PEs can
also collect capital from general public, financial institutions and foreign countries
as loan but mostly the capital is invested by the Government.

Types of Public Enterprises
There are different types of public enterprises engaged in different fields. They are

classified according to their management, operation and type of organisation. There are
4 types of Public Enterprises.

a) Departmental Undertaking
It is one of the departments of government or ministry which undertakes certain

business or industrial activity. In other words, we can say that, it is established by a
ministry or department of the Government. It is the oldest form of organisation of PEs.
It is completely organized, managed and controlled by the Government. As it is a
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Government undertaking, it has no separate entity and its employees are Government
employees. The terms and conditions of their appointment, remuneration, budget,
methods of accounts, audit, work, rules and regulations etc. are all as per the
Government norms.

Example: Postal Service Department, Khadi village and Cottage Industry,
Handicrafts Emporium, Indian railways, Water Supply, Transportation etc. are the
examples of such public enterprises.

Features of Departmental Undertaking

1. Under the concerned ministry: It is operated and controlled by the Government
or ministry. It functions under the control of the concerned ministry as a part of it.

2. Government Employees: The employees of a departmental undertaking are
similar as civil servants. All personnel of the undertaking are appointed by the
Government and no own separate staff are appointed by the department u/t.

3. Government Fund: This types of undertaking is established by the Government.
So for the management and operations, this type of PEs are directly financed by
the Government. The fund is allocated from the Government budget and all its
earnings are remitted to the Government exchequer.

4. No separate legal entity: It is established by the Government. Therefore, these
undertakings have no separate legal existence.

5. Government Rules: It is the department of the Government. So, functioning,
auditing, budgeting, accounting, administration and recruitment etc. and all other
decisions are applicable as per Government rules and regulations.

b) Public Corporation
A public corporation is a kind of a public enterprise which is established with a

separate Special Act enacted by the Parliament or Legislature. This type of enterprise is
also known as Statutory Corporation. For the operation and management of such
public corporation a Board of Directors are there. The members of Board of Directors
including the Chairman are appointed by the Government.

Features of Public Corporation

1. Separate act: A separate act is passed in the parliament and these public
enterprises are formed. The act defines the rights, duties, responsibilities,
functions, powers and objectives of public corporation.



 12 Modern Office Management

2. Separate legal entity: A Public corporation has a separate legal existence. Public
corporation works independently by maintaining separate legal existence, even
with changes in the ruling Government. These enterprises work continuously. It
can borrow funds and acquire it in own name. It can sue and can be sued. Public
corporation also has a common seal for its working.

3. Government ownership: Public corporations are totally owned by the
government. Total money is invested by the Government.

4. Management: Day to day affairs of public corporation are conducted by the Board
of Directors including a chairman appointed by the Government. They are
responsible for day-to-day management and control of public corporation but the
major decision, concerning share capital, structural change, etc. are made by the
legislature.

5. Financial independence: Though the capital is managed by the government,
the public corporation is free from Government control in matters of operating its
finance. Its revenues, expenditures, are not shown in the budget of the
department. Also, it is not necessary to deposit the surplus of public corporations in
the Government exchequer.

6. Recruitment: The employees are recruited and appointed by public corporation.
Its employees are not civil servants. Their salary, terms and conditions, of  service
and remuneration are fixed by public corporation itself.

7. Service motive: These corporations are established with service motive. Their first
and main aim is to provide goods and services at reasonable prices to general
public and earning profit is secondary.

8. Public accountability: These corporations are accountable to the public. The
audit report, performance and progress report also are submitted in the parliament
each year or when ever called for.

c) Government Company
A public enterprise can also be established in the form of Government Company.

In case public enterprise is established under the prevalent law of the government with
the majority of shares or whole ownership of the government it is known as a
Government Company. A Government company is that organisation in which not less
than 51% of total share capital is held by the government.
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Features of Government Company

1. Established under Companies Act: A Government company is a type of PE,
which is established under the provision of the Companies Act and no special act is
required for its establishment.

2. Separate Legal Entity: A government company has separate legal entity. It
enjoys perpetual existence and can hold/dispose the property and also enter into a
contract having its common seal.

3. Source of Capital: Generally, in government company, capital is invested by the
government as the government hold 51% of share capital and rest of capital is
invested by the private sector and other resources.

4. Management: As majority of the capital is invested by the government,the
management is mostly controlled by the government. Government Company is
also managed by the Board of Directors like Joint Stock Company.

5. Recruitment of Employees: The employees of Government Company are not civil
servants. They are recruited in the company as per the memorandum and the
articles of association and also as per the rules and regulations of the government
company. The salary, terms conditions and facilities are also defined by the
government company.

6. Accountable to Parliament: It is a setup by a ministry or department of the
government. So, Government Company is accountable to the parliament. It has to
submit audit report and annual report to the parliament regularly.

7. Government Ownership: In a government company total capital or more than
51% capital is owned by the government.

8. Independent Financial Policy: A government company follows its own
independent financial policy. Therefore, it can prepare its own budget, financial
policy and accounting policy. It can appoint an auditor for audit work.

d) Development Board
A public enterprise can be formed as a Development Board. A development board

is established to perform special activities. This is not an independent form of
government organisation but a mixture of departmental organisation and Government
Company. It is a kind of public enterprise which works for the welfare of the public. A
development board is neither departmental undertaking nor a public corporation nor a
government company.
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A development board is established under Development Board Act 2013. The main
objectives of such board are public welfare and development inquick and efficient
manner. The main representative of the concerned ministry or department and other
official will be the members of a development board. For instance, Radio Development
Board, Forest Product Development Board, Insurance Board, SEBI, Trade Promotion
Centers, Sewerage Board etc. are the development boards in India.

Public Enterprises Selection Board (PESB)
The Public Enterprises Selection Board [PESB] is a high power body constituted

by the Government of India Resolution dated 3.3.1987 which was subsequently
amended from time-to-time.

The PESB has been set up with the objective of evolving a sound managerial
policy for the Central Public Sector Enterprises and in particular, to advise
Government on appointments to their top managerial posts.

The policy of the Government is to appoint through a fair and objective selection
procedure outstanding professional managers to Level-I and Level-II posts and posts at
any other level, as may be decided by the Government from time to time. Government
has also recognized the need to develop a cadre of professional managers within the
public sector. Hence unless markedly better candidates are available from outside,
internal candidates, employed in the PSE, will be preferred for appointment to Board
level posts. However, if internal candidates are not available, preference will be given
to candidates working in other PSEs, either in the same area of business or in other
areas. Mobility of managerial personnel among PSEs within the same sector or group,
failing which mobility within the public sector as a whole will be encouraged, subject to
certain limitations.

Functions of PESB

Specific functions assigned to the PESB include the following:

i) To be responsible for the selection and placement of personnel in the posts of
Chairman, Managing Director or Chairman-cum-Managing Director (Level-I) and
Functional Director (Level-II) in PSEs as well as in posts at any other level as may
be specified by the Government;

ii) To advise the Government on matters relating to appointments, confirmation or
extension of tenure and termination of services of the personnel of the above
mentioned levels;
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iii) To advise the Government on the desired structure at the Board level and for
senior management personnel for each PSE or group of PSEs;

iv) To advise the Government on a suitable performance appraisal system for both the
PSEs and the managerial personnel in such enterprises;

v) To build a data bank containing data relating to the performance of PSEs and its
officers;

vi) To advise the Government on formulation and enforcement of a code of conduct
and ethics for managerial personnel in PSEs;

vii) To advise the Government on evolving suitable training and development

programs for management personnel in PSEs.

Advantages of Public Enterprises

The various advantages of public enterprise are as follows:

i) Encourage high rate of economic growth.

ii) Help reduce wastage and optimum utilisation of resources.

iii) Distribution of income is more equitable.

iv) Essential goods are produced on priority basis.

v) Planned economies do not suffer from unemployment and inflation related to the
business cycle.

Disadvantages of Public Enterprises

The various disadvantages of public enterprise are as follows:

i) Planned economies are bureaucratic and inflexible.

ii) There is little incentive for efficient management.

iii) The system stifles individual effort.

iv) The freedom of choice is restricted.

v) The quality, quantity and variety of goods are limited.

2. JOINT SECTOR

Joint sector means joint partnership between the state and the private promoters.
This is an extension of the concept of mixed economy. The Industrial Policy Resolution
1956 sowed the seeds of the joint sector by advocating Government participation in
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equity capital of private sector enterprises to promote socially determined pattern of
business and industrial growth.

Origin, Evolution and Rationale of the Joint Sector
In the pre-independence period, several industrial enterprises were set up in the

princely States of Mysore and Hyderabad with public participation in equity. Soon
after independence, the Tatas created Air India. But the seeds of joint sector are found
in the concept of the Indian Economy envisaged by the Industrial Policy Resolution of
1956 which classified all industries into the categories of A, B and C schedule of
industries.

i) Schedule A: Industries being the exclusive responsibility of the state.

ii) Schedule B: Industries being progressively state-owned.

iii) Schedule C: Industries left ordinarily for the initiative and enterprise of the
private sector.

About schedule B industries, the resolution of 1956 stated: �Private enterprise will
also have the opportunity to develop either on its own or with the state participation.�
About schedule C industries, the 1956 resolution stated: �In suitable cases state may
also grant financial assistance to the private sector. Such assistance, especially when
the amount involved is substantial, will preferably be in the participation of equity
capital though it may also be in part, in the form of debenture capital�. The resolution
of 1956 did not use the term �joint sector� explicitly. Soon after the policy resolution of
1956, a number of companies were floated by the Government of India in collaboration
with the private sector by sharing ownership, management and control. Since the
Dutta committee report appeared in 1969, the number of state government and State
Industries Development Corporations produced licenses for Industrial projects for a
wide range of products and promoted companies with private participation in
ownership and management.

Scope of the Joint Sector
The basic problem is: What does the Government propose to achieve through the

development of the joint sector? What is the rationale and scope of the joint sector
enterprises?

(1) Social control over industries: The Dutta committee�s recommendations on joint
sector was based on: a) The industrial licensing policy of the Government and the
tremendous financial assistance provided by the public sector financial institutions
(such as IFC and IDBI) were responsible for the emergence of large industrial
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houses and concentration of economic power contrary to state policy. b) The time
was not ripe for outright nationalization of the units managed by large industrial
houses.

(2) Failure of Private and Public Sector: Both private and public sectors as
visualized in the Indian concept of mixed economy have shown certain failures.
The private sector had a failure to mobilize adequate funds. The public sector was
given exclusive responsibility in certain sectors but its performance too has been
criticised. Hence, the mix of two sectors in the joint sector is advocated.

(3) Acceleration of Economic Growth: For a number of reasons, private investment
slackened after the mid-sixties and there has been poor performance of the
country on the industrial front. By providing public support and patronage, the
joint sector may encourage small and medium enterprises. This is the only way to
ensure that medium sized private sector companies contribute increasingly to
industrial growth and regional development. Hence, the joint sector may be used
as an �Instrument of industrial growth�.

(4) State Sponsored Industrialization: The Joint sector may be regarded as a part
of the strategy of the state sponsored industrialization. The government decides on
the choice of projects which are desirable from a social point of view and persuades
private parties to join hands.

(5) Extension of Public Control: The join sector may b used to remove the
contradictions involved in the Indian concept of mixed economy in which the
public sector has the responsibility to make heavy investment with little or no
return and the private sector is allowed to function in those industries which yield
larger returns with little investment. The joint sector is a bridge between private
ownership and nationalization.

(6) Mobilization of Financial Resources: The rate of savings in the country has
been low and the saving of these individuals persons and groups which could be
invested are not forthcoming due to constraints in industrial investment.

Patterns of Ownership of Joint sector
The nature of ownership pattern will depend upon whether the project is planned

and initiated by the private sector partner or the government, whether the private
sector partner is a leading industrial house with large finance as well as managerial
resources, whether technologically the project is highly complex or not, whether it is
highly profitable or not, etc. The Government may normally seek partnership with an
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established company or with a large business house whenever substantial amount of
capital and technological competence are required.

Patterns of Management of Joint Sector

Management involves two major functions:

1. Policy making: The role of policy-making in the joint sector rests generally with
the Board of Directors.

2. Operational management: The operational management rests with the
managing director or his team of managers.

Growth Prospective

Joint sector has a few definite growth prospective:

1. Growth of a mixed economy: Joint sector can be viewed as a tool for social
control over industry without resorting to outright nationalization

2. A Complement to growth: In an emerging joint sector, the government was
apparently looking for a model or an apparatus that could be pieced together as a
functional mechanism for equitable and egalitarian economic growth and to
supplement the public and private sector.

3. To widen the spectrum: It was expected that the joint sector would widen the
scope of industry scenario. Thus a new embryonic entrepreneurship would be
encouraged. Not only a wider range of industry will be covered, the industry
firmament would thus become more extensive, labor absorbent, employment
generative and broad based.

4. Promotion of technology and finance: Once the joint sector got going, it was
expected that frozen cash and treasure would be canalized by the private sector
into government supported joint sector enterprise.

3. PRIVATE ENTERPRISE

Private enterprise refers to the basis of a free market capitalist system under
which a business unit established, owned and operated by private individuals for profit
instead of by or for any government or its agencies.

The Private Sector of Indian Economy
The private sector of Indian economy is the past few years have delineated

significant development in terms of investment and in terms of its share in the gross
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domestic product. The key areas in private sector of Indian economy that have
surpassed the public sector are transport, financial services etc.

Indian government has considered plans to take concrete steps to bring effective
poverty alleviation through the creation of more job opportunities in the private sector
of Indian economy, increase in the number of financial institutions in the private
sector, provide loans for purchase of houses, equipments, education and
infrastructural development etc. The private sector of Indian economy is recently
showing its inclination to serve the society through women empowerment programs
aiding the people affected by natural calamities, extending help to the street children
and so on. The government of India is being assisted by a number of agencies to
identify the areas that are blocking the entry of the private sector of Indian economy in
the arena of infrastructural development, like regulatory policies, legal procedures etc.

The most interesting fact about the private sector of India economy is that though
the overall pace of its development is comparatively slower than the public sector, still
the investment of private sector in the recent past, i.e. in the first quarter of 1990
registered approximately 56 % which rose to nearly 71 % in the next quarter,
accounting for an increase of 15 %. Certain steps taken by the Indian government are
acting as the stepping stone of the private sector for continued journey to success,
include industrial delicensing and devaluation that was implemented previously.

The private sector of Indian economy is also adversely affected by huge number of
permits and enormous time is required for the processing of documents to initiate a
firm. However the Central Government has decided to abolish MRTP Act and
incorporate a Competition Commission of India to bring the public sector and the
private sector on the same platform.

The participation of the private sector of Indian economy is desired by the
government of India for infrastructural development including specific sectors like
power, development of highways and so on. As the contribution of public sector, the
sectors have been arrested due to a shift in attention of the Indian Government to
issues like population increase and industrial growth.

The main reasons behind the low contribution of the private sector in
infrastructural development activities are that:

i) The small and medium scale companies in the private sector of Indian economy
suffer from lack of finances to welcome the idea of extending their business to
other states or diversify their product range.

ii) The private sector of Indian economy also suffers from the absence of appropriate
regulatory structure, to guide the private sector and this speaks for its
unorganized framework.
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iii) The unorganized framework of the private sector is interrupting the proper
management of this sector resulting in the slowdown of its development.

4. SERVICES SECTORS

Service sector refers to that part of the economy which includes individuals and
business units producing services rather than goods. The service sector includes
education, finance, communications, health care, utilities, wholesale and retail trade
and transportation.

Service Sectors in Indian Economy
India is 13th in services output. The services sector provides employment to 23% of

the work force and is growing quickly, with a growth rate of 7.5% in 1991�2000, up
from 4.5% in 1951�80. It has the largest share in the GDP, accounting for 55% in
2007, up from 15% in 1950. Information technology and business process outsourcing
are among the fastest growing sectors, having a cumulative growth rate of revenue
33.6% between 1997�98 and 2002�03 and contributing to 25% of the country�s total
exports in 2007�08. The growth in the IT sector is attributed to increased specialization
and availability of a large pool of low cost, highly skilled, educated and fluent English-
speaking workers on the supply side, matched on the demand side by increased
demand from foreign consumers interested in India�s service exports or those looking to
outsource their operations. The share of the Indian IT industry in the country�s GDP
increased from 4.8 % in 2005�06 to 7% in 2008. In 2009, seven Indian firms were
listed among the top 15 technology outsourcing companies in the world.

Mining firms are an important segment of the Indian economy with the country
producing 79 different minerals (excluding fuel and atomic resources) in 2009�10,
including iron ore, manganese, mica, bauxite, chromite, limestone, asbestos, fluorite,
gypsum, ochre, phosphorite and silica sand. Organized retail supermarkets account for
24% of the market as of 2008. Regulations prevent most foreign investments in
retailing. Moreover, over thirty regulations such as �signboard licenses� and �anti-
hoarding measures� may have to be complied before a store can open doors. There are
taxes for moving goods from state to state and even within states. Tourism in India is
relatively undeveloped, but growing at double digits. Some hospitals woo medical
tourism.

5. CO-OPERATIVE ENTERPRISE

A co-operative enterprise is an autonomous association of persons united
voluntarily to meet their common economic, social and cultural needs and aspirations
through a jointly-owned and democratically-controlled body.
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A co-operative is a sustainable and ethical business model that is driven by its
values, acting as an alternative to profit maximizing conventional businesses. Co-
operatives aspire to and achieve multiple bottom lines, such as environmental impact
and ethical trading as well as profit earning.

WHAT ARE THE ADVANTAGES OF OFFICE WORK?
The main advantages of office work include-

1) Time Management

One of the most wonderful and beneficial things of an office work is that it can
teach an individual time management skills. Offices usually have fixed hours for work
and the minute an individual becomes a staff member in an office, he is made to work
according to the time slot given. This will help an individual maintain punctuality in
his professional as well as personal life. Office work will help in starting and ending
work on time in an effective manner.

2) Behaviour and Interpersonal Skills

A second benefit that comes with office work is learning how to behave in a group.
When we are surrounded by a group of people, we automatically become alert and
conscious. This is an opportunity for us to learn about relationship with colleagues and
the ways to maintain it. Our communication and interpersonal skills are boosted as
well. These aspects are crucial not just to the environment we work in but also to our
self. In order to establish reputation, one must learn professional behaviour. Proper
discipline is needed to handle conversations with employers, staff and subordinates. So
the moment one steps inside an office he should remember to create a warm and
friendly impression.

3) Become More Experienced

The best thing about working in an office is the excitement of learning something
new on a regular basis. Here we will learn to become an experienced and diplomatic
person. Good experience always helps us reach the top since business sectors find
experienced individuals to be responsible and trustworthy.

4) Become Creative

Working in an office environment helps an individual to build new ideas and
expand knowledge. One has the opportunity to investigate and learn different kinds of
approaches, methods and techniques. In an office environment, we will always have
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the chance to explore different fields, work on a whole variety of projects and learn a
bit about research too. Offices are the best way to boost your creative skills.

5) Boost Your Understanding Towards The Company

An office environment is always beneficial for those people who are keen on
learning about the company. If we are planning to work for a very long period of time,
then an office job would be a great opportunity to know everything about them. Those
who have an office set up at home keep contact very limited. Either it is through
telephone, fax or a couple of emails. They aren�t able to meet people physically or enjoy
the environment. This is where office workers maximize their benefits. They meet daily
throughout the week and build better lines of communication than those who don�t.

6) Easier to speak to seniors and employees

When we are working in an office, it is obviously much easier to meet all
employers and colleagues. It is easy to get in touch with them when the need arises
and speak about matters related to the company. Our seniors will have a definite idea
on what we are doing as we will update them on all important matters.

7) Helps You Understand Business in a Better Way

There is no way to understand business than working in an office. Here we will be
made to understand how business transactions are handled, its management and the
techniques that are used to run the business in the most effective manner. When we
are working, it will be your duty to handle important files. Here we will learn a lot
about the company, its current position in the market and its history. This might also
help in the future, especially when the company asks for your help.

8) The Right Networking

When we work in an office, we have the opportunity to know everyone around us.
You also get to meet more people. Whether they are vendors or contractors, this is
crucial for you since you can develop better relationships and finish your work at a
faster pace.

9) Having ones Cubicle

Working at office gives own space and some privacy. When we have our own
cubicle with a personal computer, we can keep things confidential and work better.
This is also a method of impressing our clients since the work speed will be boosted and
we will be improving day by day in terms of efficiency. Having a personal office space
and working in an office on our own is a great way to get work done within the
shortest period of time.
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DISADVANTAGES OF WORKING IN AN OFFICE
Working in an office environment comes with several dangers too. The main

disadvantages include-

1) Injuries

Working in an office can lead an individual to slips and injuries. Accidents are
most likely to occur here. According to the HSC statistics, 30 % of tripping and falling
accidents are dedicated to office workers. This is why it is very important for the
company to make sure that everyone is safe and that all facilities are provided to
workers and clients.

2) Strains our Eyes

Another side effect of working in an office is that it strains our eyes. This is
because you have to look at the computer screen throughout. This could actually
damage your vision in the long run or cause you to wear specs. It is because of this
reason that so many office workers today wear contact lenses of specs.

3) Encourages a sedentary lifestyle

One of the worst side effects of working in an office is that it encourages a
sedentary lifestyle. When we are sitting at our desk all day while trying to finish a task
we become lazier as we don�t walk around or do any chores. It even strains our neck
and back to great extent. Desk work in an office is also one of the biggest reasons
behind obesity.

4) Ruins Relationships at Times

Dealing with the same people on a regular basis in office could actually ruin your
relationship with them. This occurs due to secret rivalry between the colleagues or
because it gets monotonous to see the same faces every day.

5) Payment could be less

If we are working in a small company, there are chances the payment will be very
less. We will be only paid more if we are working for a multinational corporation, that
too for a very high post.

Working in an office environment certainly comes with several advantages. But
like any other job opportunity, they have some downsides too. When we are working
with a group of people, we are under constant speculation. We are also prone to
judgement. The worst disadvantage could be if you have a tough time getting along
with colleagues. But at the same time it can be beneficial too.
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WHAT ARE THE CATEGORIES OF OFFICE CAREER AND JOB

CLASSIFICATIONS UNDER EACH CATEGORY?
The different job classifications include -

1) Cash Department
Whatever may be the nature and size of the organisation there shall be a Cash

Department in the office. Cash (liquid cash or instruments) have to be received and
paid. Receipts or revenue comes from sales, service charges, subscriptions, investments,
loans, donations, rent, interest etc. depending on the nature of the transaction.

Payments or expenditure are made for purchases, repayment of loans, availed
services, rent, interest etc. salaries, wages, pension and gratuity etc. There is a cashier
in charge of the department. In case of a big concern there is a Head Cashier or cash
officer assisted by other cashiers.

The Cash Department has to function in full co-ordination with the Accounts
Department and generally the Cash Department is under the overall control of the
Chief Accountant or the Finance Manager. Different types of machines like Cash
Register, Coin Changer, counting machine etc. are used in the cash department.

 2) Accounts Department job
This is an essential department in an office meant for preparing and maintaining

financial records. In specialised books of account of original and subsidiary entries like
journal, ledger, cash book etc.

After bookkeeping accounting takes place. Accounting means analysis of records
and preparation of accounts and statements like profit and loss account, receipts and
payments account, balance sheet, etc. This is done to ascertain the results of the
activities of the organisation and to determine the net position of the assets and
liabilities of the concern at the end of a financial year. The number of books to be
maintained, the nature and form of accounts and statements to be prepared depend on
the nature of the organisation, whether trading or non-trading and very often
regulated by statutes.

In a big concern, the Accounts Department is a very big one under a Finance
Manager or Finance Director and the department consists of various subdivisions or
sections under sectional heads. It may be called Accounts Division with different
departments.
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3) Filing or Records Department job
Filing refers to preparation and preservation of all types of non-financial records.

This is essential for every office. The number of files depends on the nature and size of
the organisation. Filing is accompanied with indexing which means numbering of files
based on classification for referencing and finding out-the location of the files in the
office. There are different systems and methods of filing and indexing.

A major part of office work consists of filing and indexing. Every department
requires files. Filing in an office can be done in a centralised manner for all the
departments or in a decentralised manner separately in separate departments.

Records Room

An office may have a separate room for records and a responsible person in charge
of it. All the files, documents, rolls, etc. are preserved there systematically like a library.
Any person or department wanting any file has to requisition it from the records-in-
charge. The Records Room must be well secured.

4) Correspondence Department job
By far the most important department in an office is the Correspondence

Department as the primary function of an office is communicating. The department
consists of steno-typists and typists as well as correspondence clerks. The letters may be
dictated in full by the executives or may be drafted by expert correspondence clerks
after getting the guidelines from the executives.

There may be a typist�s pool where all the typists sit together or each department
has its own typists. A large variety of machines like a typewriter, duplicating machines,
dicta-phone etc. are used. A separate section is there to handle the mail. The secretary
has great responsibility to supervise this department. He has to personally handle a
large number of letters. However in the age of IT and ITES, speed of this department
has multiplied by the help of computers.

5) Public Relations Department job
A big concern maintains a separate department for public relations with a Public

Relations Officer as its head. The P.R.O. may look after the general publicity or there
may be a separate Publicity Officer with his own department. A receptionist who also
handles the inter-communication system may meet the callers and the secretary
himself may do the functions of P.R.O.
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6) Stores Department job
Every big office has to maintain a separate Stores Department for preserving the

stores. Stores are of different types. For the office work varieties of forms and stationery
are required and also spare parts for the machines and other equipments) as well as
fittings (e.g. electrical fittings).

7) Law Department job
A separate department to look after legal matters may be maintained with a Law

Officer in charge of it. Or, the secretary himself may look after legal matters.

8) Canteen and Staff Recreation job
Big concerns provide various kinds of amenities to the staff. Food is supplied at

subsidized rates from the office canteen. A separate room may be allotted for the staff
recreation which is used during the recess time or after office hours. Various kinds of
sports equipments, indoor and outdoor, as well as books and magazines are provided
there.

9) Production Department job
In case of a manufacturing concern or a concern connected with any kind of

production other than manufacturing (a mining or plantation or dairy, etc.) there must
be a production department which has great importance. The Production Manager,
who preferably shall have direct knowledge and experience in that line, is in charge of
the department.

This department has to function in close relations with purchase, marketing,
finance and personnel departments. The (R&D) Research and Development
Department is also closely associated with the production department.

10) Marketing Department job
It is also known as the Sales Department. Any profit-making concern has to

market its products or services. The success or failure of the whole concern finally
depends on the efficiency of this department. This department has many sections like
the Market Research or Market Survey sections, Market Planning section, etc.

11) Purchase Department job
Purchasing in a concern has mainly two aspects:

a) Purchasing the goods in which the organisation deals or the raw materials,
machines, machine parts etc. for the production carried out by the organisation.
This part of purchasing may be entrusted with a Purchase Manager, who has to
function in close connection with the Production Manager.
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b) Purchasing the stores for running the office may be directly in the hands of the
secretary. The former part of the purchasing may have to be done at different
places or the sources of the materials. Office units have to be maintained at those
places.

12) Personnel Department job
Employment has to be given to people to carry out the activities of an organisation.

All the people working in an organisation are collectively known as the personnel. As
human elements are more important than material elements, a separate department
called the Personnel Department is maintained. The office itself requires recruitment of
staff and post recruitment activities.

13) Special Departments job
A big or a developing organisation often maintains some special departments for

better control and improvement of office. They are:

a) O. & M. Department job

This department is set up to carry out research in office procedure and methods
and to suggest improvements.

b) Inspection Department job

When the number of staff is very big and there are many units, branches or
divisions, again scattered at different places, a separate department called Inspection
Department is established. This departments task is to inspect and report about the
functioning of all units.

WHAT ARE THE SPECIFIC SKILL REQUIREMENTS FOR OFFICE JOBS?
The various skills required for office jobs are-

1) Communication Skills

The ability to communicate both orally and in writing is a top skill required of
office clerks. This will help in greeting visitors; confirming appointments and directing
the clients or vendors to the proper person or office.

2) Computer Skills

Office staff should be familiar with calendar and scheduling programs, as well as
database, spreadsheet, word processing, e-mail and desktop publishing applications.
They also need to be adept at data entry.
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3) Technical skills

It is necessary to be up to date with the technical knowledge specific to the job.
Accounting candidates may need an in-depth knowledge of the latest accounting
technology and programs, including QuickBooks and Microsoft Dynamics GP.

4) Interpersonal skills

Soft skills can be a clear differentiator among candidates. In fact, many managers
consider that it is more challenging to teach interpersonal skills than technical skills.
Depending on the job, we can maintain good relationship with customers or employees
at all levels of the company.

5) Initiative and problem-solving abilities

It is necessary for the office staff to take up the initiative to do different tasks and
also possess the skill of solving various problems in an efficient manner.

6) General Office Skills

Office clerks need a variety of general office skills, including the ability to file,
make photocopies, post outgoing mail, sort and distribute incoming mail, sign for
deliveries and send faxes. They also must be able to take detailed phone messages and
keep accurate paper and electronic records. In some offices, clerks take dictation and
transcribe notes, as well as keep track of office supplies and order new ones as
necessary. Other duties of an office clerk might include arranging travel for other office
workers.

7) Advanced Skills

In certain offices, office staff might take on more advanced or complicated tasks. In
these instances, office staff might need to be able to keep records for payroll, make out
pay checks or take inventory. If they're being asked to supervise other employees, office
staff also might need some managerial skills.

DUTIES AND RESPONSIBILITIES OF OFFICE STAFF

The main duties and responsibilities of office staff are as under:

1. Office staff should perform various office tasks and should be disposed to carrying
out any clerical duties assigned in accordance with the particular office procedures.

2. The role of the office staff also includes filing document and performing office
machine operations.
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3. Other duties and responsibilities include stenography, word processing and typing,
bookkeeping, and answering of telephones.

4. Office staff is expected to be knowledgeable in as many of these skills as possible.

5. The work description of most office staff also involves maintaining all operations in
the office.

6. Office staff is involved in distributing and receiving communication on behalf of
the superior officer who might be the office manager.

7. Office staff should maintain all the equipment and the supplies in the office.

8. Office staff is equally required to pick up and deliver items related to the assigned
office.

9. Additionally, the office staff is the one whom a customer would likely to meet first
when they walk into the office. Therefore, Office staff is expected to serve the
customers in line with laid down regulations.

10. The office staff receives and sends correspondence on behalf of the superiors.

11. Office staff also maintains all office supplies to ensure that the office is well
equipped.

12. Other duties and responsibilities in the office staff�s job description include
checking office stock as well as expediting orders.

13. Office staff verifies receipts and delivers all required supplies to the appropriate
work stations.

14. The office staff is also saddled with the responsibility of completing all preventive
maintenance procedures and also troubleshooting any failure in equipments.

15. They provide necessary back up for receptionists and help to answer questions
related to operation of the office.

16. They also help in forwarding messages and confirming orders made by customers.

17. They help in enhancing the reputation of the organization they work by executing
various tasks and requests.

18. They explore various opportunities in order to add more value to the results of the
jobs they do.

19. Office staff is involved in planning meetings for their superiors and will need to
have good attention to details, as well as strong knowledge of various office-related
tasks, including the use of information technology.

20. Office staff should have good knowledge of both hardware and software of
computers.
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22. The office staff is also the one to make all travel arrangements for the personnel in
the office.

23. Office staff is expected to prepare the agenda for any official meeting. Office staff
should also be in attendance at such meetings.

24. Office staff should oversee the transcription and recording of the minutes in such
meetings.

REVIEW QUESTIONS

Conceptual Type

1. What is a business enterprise?

2. What is an office?

3. Who are office staff?

4. What is business organisation?

5. What is office work?

6. What is office career?

7. What is office job?

Analytical Type

1. What are business enterprises?

2. Explain the functions of an office.

3. Explain the purpose of an office.

4. What are the most common forms of business organisation?

5. What are the advantages of office work?

6. What are the categories of office career and job classifications under each
   category?

7. What are the specific skill requirements for office jobs?

8. Discuss the duties and responsibilities of office staff.

*****
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