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Maintaining adequate office services and communication
facilities: correspondence (stenographic and typing), Handle
outgoing and incoming mail, File records and report.

. Deciding the extent of office automation to be used.

Determining the complete course of action to accomplish the
office work: Develop office system, procedures, and methods;
apply work simplification to office work; office furniture,
machines, and supplies; office layout; determine effective
work environment (lighting, elimination of noise, and proper
ventilation).

. Measuring and evaluating quantity and quality of office work:

Standard

Providing an effective office organization: individual job,
delegate authority, responsibility

Inspiring the office personnel to do the best of which they
are capable: motivate office employees, supervision, analyze
and evaluate office jobs, office training programs, salary,
office safety
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1, Office Communication

2, Record Management

3, Office Technology

4, Quality Management System
5, Office Personnel
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