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Manage Office:-
Definition of Office and Office management
Types of Office
Important functions of office
Prioritize work of office,
Handle inquiries and request,
Participate in required meeting (national, regional, local) arrange for internal
support service,
+ Arrange for outside contract services,
+ Adhere to safety and security regulation,
+ Plan office layout and work flow,
+ Maintain/develop office procedures manual,
+ Evaluate office procedures.
Secretarial Work Science:-
+ Dictation with a minimum speed of 60 wpm
+ Dictation transcribtion from recorded media,
+ Writing different types of letters,/memos with accuracy,
+ Proofreading, Editing, Composing correspondence,
+ Collection of data for reports,
+ Preparation type tables and graphs,
+ Preparation minutes of meeting,
+ Completion of related forms & questionnaires
+ Preparation and duplicating of materials on copying machines,
+ Assemble documents and materials for distribution.
3. Perform Scheduling Activities for Employer:-
*
*
*
*
*
*
*
*
*
*
*
*
P
*

* 6 & o o o

Scheduling appointments and meeting,
Maintaining appointment calendars,
Making travel arrangements,
Making accommodation reservations,
Preparation of travel expense vouchers,
Preparation an itinerary,
Obtaining travel tickets,
Assembling travel confirmations, notices, tickets,
Canceling and reschedule appointments,
Making meeting arrangement, e.g. room, equipment,
Issuing activity reminders, e.g. appointments, meeting,
Arrangement for social activities.
rocess Mail:-
Inspection of incoming materials for completeness and damage, screen incoming
mail,
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Sorting incoming mail, prepare route mail, maintain mail log, maintain mailing
lists, processing outgoing mail, preparation of specialized mail, e.g. registered
mail, certified mail, insured mail,

Fax: receiving, sending,

Electronic mail: receiving, sending, collecting / sorting voice mail, sending voice
mail.

Perform communication activities for callers and visitors:-

*

Telephoning, telephone massages taking, screening telephone calls/visitors,
routing telephone calls, placing telephone calls, recording outgoing long distance
calls,

Maintaining list of frequently called numbers,

Receiving, directing visitors to destination, making introductions, delivering
massages, updating answering machine information.

Perform Financial Activities:-

®* & 6 & 6 o O o o o

Preparation of itemized bills, invoices of statements,
Processing requisitions/purchase orders,

Requesting or issuing checks,

Preparation of payroll reports,

Maintaining petty cash fund,

Preparation of petty cash voucher,

Preparation of expense accounts,

Processing expenses accounts,

Performing accounts payable/receivable,

Accessing donation and gifts.

Maintain office equipment and supplies:-

® & & 6 o o o o OO * & & & o o o

® & & 6 O O o o o

Ordering process of supplies and forms,

Storing process of office supplies and forms,

Maintaining adequate inventory level,

Maintaining inventory reports,

Scheduling regular maintenance on equipment,

Servicing office equipment, e.g. ribbons, toner, paper,
Placing equipment and failure service calls,

Maintaining office equipment repair/maintenance records.

onduct Records Management Activities:-

Definition of record management

Types of record management

Importance of record management

Definition of filing system

Importance of filing system

Types of filing system

Establishing process of filing system,
Maintaining different types filing system (alphabetical, numerical, subject &
regional)

Sorting materials for filing,

Retrieving materials form files,

Securing classified or confidential files,
Managing & maintaining index file,

Managing & maintaining cross reference system,
Managing & maintaining electronic file,
Managing & maintaining file log,

Managing & maintaining ticket file,

Managing & maintaining minutes file,

Page 4 of 7



10.

Managing & maintaining employee records,

Managing & maintaining personnel records for legal purposes, e.g. affirmative
action, immigrants, union matters, etc,

Managing & maintaining company/agency policies and procedures,

Managing & maintaining technical manuals, close or achieve inactive files,
Destroying procedure of various types documents,

Conduct Supervisory and Training Activities:-

*

* & o (N e & o o o o

Procedure and importance of work assigning, Managing & maintaining employee
attendance records, Managing & maintaining personnel training records,
Preparation of employee evaluation reports,

Interview procedure and its management for recruitment

Orientation new employee evaluation reports,

Orientation new employees,

Management procedure of various training for employees,

Management of software training.

ecretary

Introduction, Function, importance of Executive Secretary,
Introduction, Function, importance of Office Secretary
Introduction, Function, importance of Personals Secretary.

Il HTET N

Page 5 of 7



qriatde RT&T T9T ATadIE e g

Jagier sy
FENSH], AR |

yifatire qom IRTerer Far, AT IRIEAT G4E, AR ASHE SIS

FirEaER qa At YheRAd FATEF weat
& =R FFFER TEHAT TG TANCHSE TAETH TSTHH

qEAHAR I

HTSTpT AT JRTHT ST SamT ATg9 ARl qHeT THTITE AT Foar T =R
gfafue T afkfea T =Fae F1 @9 T gRUT qUH ARk g7 AIReddl WWHl g | agd urrataes
RTeTaT =T Tl Tl AERYT FEAER A T GG AU ATk FAC T I g gal Aferehd
TATHT FHAREEATS AT HFIEY FFT TI AT GHLES & 9 &a9al gq Afqar e |
a9 ATIRALIIH] TEEehl GoAT ¥ ATANE FTAMNTATCHE TRl (AT =RIAT FHFIET Tl
V&I YATICHeE eIt IHTALT MRTHT 8T |

TARHSE T8 AT (Practical Examination Scheme)

GARI QUITS | TI&T JOIeir EARERRULES qg oY
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ENER TATCHS Word processing 3
10 | (Practical) Electronic Spreadsheet q
Presentation System q q0 fAee
Windows basic, Email & q
Internet
STEAT 90 R0 fAve
fadr =ror

foea : FvgER TFAr Qe
1.  Windows Basic, Email and Internet
a. Introduction to Graphical User Interface
b. Use & Update of Antivirus
c.  Concept of virus, worm, spam etc.
d.  Starting and shutting down Windows
e.  Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
f. ~ Concept of file, folder, menu, toolbar
g.  Searching files and folders
h.  Internet browsing & searching the content in the web
I.  Creating Email ID, Using email and mail client tools
j.  Basic Network troubleshooting (checking network & internet connectivity)
2. Word processing
Creating, saving and opening documents
Typing in Devanagari and English
Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)
Creating lists with Bullets and Numbering
Creating and Manipulating Tables
. Borders and Shading
h. Creating Newspaper Style Documents Using Column

Q@00 o
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j.
K.
!

Security Techniques of Document

Inserting header, footer, page number, Graphics, Pictures, Symbols
Page setting, previewing and printing of documents

Mail merge

Presentation System

a
b
C.
d.
e
f

Introduction to presentation application

. Creating, Opening & Saving Slides

Formatting Slides, Slide design, Inserting header & footer

Slide Show

Animation

Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart
etc.

Electronic Spreadsheet

a.

b.

oo

— - oK oD

Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

Creating, Opening and Saving Work Book

Editing, Copying, Moving, Deleting Cell Contents

Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection,
Margins and text wrap)

Formatting Rows, Column and Sheets

Using Formula with Relative and Absolute Cell Reference

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

Sorting and Filtering Data

Inserting Header and Footer

Page Setting, Previewing and Printing .
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