Office Management (CODE NO. PAD-428)
	
Course Rationale:-
	Office is a core of management activities. To manage official affair is an art and science. Actually office management has a special skill, which can be studied. It is very important to understand application of management philosophy for office management 
									No. of Periods 

Unit – I:-  Office and Office Management: Importance, Functions and Role of 	08
	Office in Administration, Meaning, Scope and Functions of 
	Office Management, Role of Office Manager.

Unit – II:-	Office Organization: Meaning and Types of Office Organization, 	10
	Hierarchy, Authority, Delegation, Decentralization and 
	Departmentation of Office.

Unit –III:-Office Accommodation and Environment: Location, Layout and 	10
	Furniture, 	Working conditions – Lighting, Ventilation, 
	Security, Cleanliness and 	Sanitation, Office Machines.

Unit – IV:-Office systems and procedures: Planning of office system, Flow of 	08
	work, Office procedure.

Unit – V:-	Office Communication and Office Management Improvement : 	12
	Internal and External, Correspondence, Mail  Handling, Inward 
	and Outward Mails, Mechanical Mail Service, Computer Net work
	Need and importance of Office Management, Techniques 
	of Office Management improvement O and M, Work Measurement 
	and  Standards, E- Governance. 
_____________________________________________________________________
		Continuous Assessment (Class Seminars)				12
_____________________________________________________________________
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