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Optional Paper 

Subject Name -: Organizational Skill Development. 

Course Code -: 105 – a. 

 

Objective: 

1. To orient the students towards the concept of Organization and Modern Office. 

2. To acquaint the students with the role of and Functions of Office Manager. 

3. To develop the insights regarding Organizational Skills for Office Managers. 

4. To know the functioning of Modern office appliances equipments and e- format records 

 
Term I 

Unit 

No. 
Topic 

No. of 

Lectures 

1. Modern Office 

1.1 Introduction, Definition, Characteristics, 

Importance and Functions 

1.2 Traditional and Modern Concepts of 

Office 

1.3 Office Location 

Meaning, Objectives , Principles of Office Location 

Office Layout – Meaning , Objectives , Principles and Layout 

,Modular and Structured Furniture 

1.4 Factors of Good Ambience 

Office Lighting, ventilation. Temperature, Sanitation, Interior 

Decoration, Noise and Cleanliness. 

12 

2. Office Organization 

1.1 Definition, Importance of office organization, 

1.2 Principles, Steps. 

1.3 Types of Organization 

1.4 Concept and Functions of Office Administrator. 

12 

3. Office Manager and Organizational Skills 

3.1 Office Manager – Role, duties and responsibilities 

3.2 Qualification, Qualities and skills of an office manager 

3.3 Time  Management  –Definition,  Need,  Principles, advantages and 

Disadvantages, Time Management techniques. 

3.4 Goal Setting-Concept of goal-setting - Importance of goals, 

SMART(Specific, Measurable, Achievable, Realistic, Time-bound) 

goals , Do's and Don’ts about goals. 

12 

4. Office services 

4.1 Mail Routine , Courier Services its need and Importance 

4.2 Office Forms - objectives, advantages and types of office forms 

E-forms – advantages. 

4.3 Organizational  Web  Page – Contents, advantages, Internet/Web 

basedapplications of office activities. 

4.4 Office Stationary and Supplies - Importance of stationary, Essentials of 

12 



 a good system of regulating stationary, purchases, storage, Record of 

stationary, 

 

Total 48 

 

 

Term II 

Unit 

No. 
Topic 

No. of 

Lectures 

5. Office Records Management 

5.1 Introduction - Need - Objectives - Kinds of Records. 

5.2 Organization of records department. 

5.3 Classifying and Indexing of Records and Files. Principles - Retention 

and disposition of records. 

5.4 Digitalization of Records: Meaning, advantages, process, utility and 

feasibility. 

12 

6. Office Communications 

6.1 Meaning and Elements of Office Communications, 

6.2 Channels of Communication – Internal and External 

6.3 Significance and barriers to effective communications 

6.4 Recent trends in modern communications such as Fax - E-Mail, 

Internet, Intranet,www(World Wide Web ),Tele conferencing, Video 

Conferencingas means of Communication 

12 

7. Public Relations : 

7.1 Definition, nature, Scope of PR with customers, investors , employees, 

government offices and others 

7.2 Objectives, importance and functions 

7.3 Role of Public Relation Officer in Modern Office 

7.4 – Modern methods of Public Relations 

12 

8 Office Automation 

8.1 Office Automation – meaning, scope,feasibility, and advantages 

8.2 Different types of modern appliances and machines used in Offices. 

8.3 Computerization of office activities - LAN – WAN 

8.4 Accounting Packages, Payroll Accounting, Inventory statements, - 

Vouchers –Invoices - Salary - Maintenance of records and Accounting 

Books and preparation of financial Report, Leave accounting, 

Attendance. 

12 

Total 48 



 
1. Office Organization and Management – By S. P. Arora 

2. Office Methods - By M. L. Basu 

3. Office Automation – By G. R. Terry 

4. Office Management & Control – By G. R. Terry 

5. Office Management – By P. K. Ghosh 

6. Files and Record Management By Pophan 

7. A text book of Office Management By William II &Leffingwell& Robinson 

8. Office Administration and Management – by Dr. KhorshedMadon. and Dr.Homai M. Dowell, Vikas 

Publishing House , Delhi 
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