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Objective: To enabl
@ the students to identify the d ffi
lanagement & administration procedure for office

Course Qutcome

e Students are expect :
: : ed to acquire kn
Environments 9 owledge of Work

To Describe th:?.- 'changing work environment and the skills
needed by the administrative assistant to function in such an

environment.

To Conduct Internet searches to locate sites that provide
information on careers, salaries, administrative skills, and other
business information.

students will be able to support management in office

administration.
. Students will be able to pre
Students will be able to manage records.
Students will be able to demonstrate busin

skills.
. Students will be able
students will be able to execute

administrator.

pare business documents.

ess communication

to utilize appropriate office technology.
the duties of an office
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office- Meaning-Office Work-Office Functions.- Basic &

_gdminisrrative Functions — Manageria| Functions- Modern Office-
office Management-Manager Role - Status & Functions- Office

U,.ganization Principles-Types -Office Manuals & Office Charts .

office System And Equipments- Planning An Office System-
characteristics Of An Office System-Importance & Limitations Of
ffice System-Types Of Machine in Modern Office- Work

| easurement—Programme-Establishing Office Work Standards-Work

impliﬂcation-PrincipIes — Steps- Advantages .(15 Hours)

Module 3

Trends In Office Practices
Context-Call Centers-Changing Role of 0

Management. (5 hours)

_Administration-Outsourcing
ffice In The Context Of Event
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(£PORTON THE OFFICE ADMINISTRATION AND
MANAGEMENT

ap Add-O" course on Office Administration and
anagemem was held in Commerce Self -Financing

0 partment on lfUl!2022.The Duration of the course

ours. The classes were mainly held on week ends andt? 7

L orking days hetween 9.00 am - 10.00 am and 4.00 p
: m —

§.00 pmM:
3 students participated in the Add-on course conducted b
ucted by

' e Commerce Self-financing Department. The objecti
the class was to enable the students to identify th:z e
| rocedure for Office management and Administration. Th
glasses came to an end on 29/01/2022.The exams w L
eonducted on 31/01/2022.All the students passed inetr:

e

examination.
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