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In the view of the changing business environment and suggestions received from experts, 
this book has been thoroughly planned and updated. This book provides a comprehensive 
and balanced coverage of the subject. In addition to usual topics, the book presents 
contemporary topics also. High quality and quantity of topics is maintained for application 
in global set up. The student and faculty will find the contents of the book short and 
precise. Explanations are given in understandable language with a sufficient support 
from real business information. I have great pleasure in presenting the book titled Office 
Management and Secretarial Practice.

This volume is an attempt to provide the students with thorough understanding of 
office management and secretarial practice concepts and methods. This book presents the 
subject in a systematic manner with liberal use of figures applicable to the content. 

This book will prove extremely useful to students and teachers alike. It also can be 
adopted and used successfully. This book is even suited for self study. 

This book covers following areas: Office Activities, Functions and organization, 
Qualities of Office Manager, Office Accommodation and Principles, Office System and 
Procedures, Office records, Office Committee, Office Communication and Mail Service, 
Office Automation - Office Machines and Manuals, Importance of Typing in modern 
era, Book keeping and Accountancy, English and Communication Skills, Business 
Correspondence, Basis of Information Technology, Internet and Networking, Business 
Management, Personnel Management and Secretarial Practice

It’s sure that this book will be more useful for the student fraternity, teachers, 
executives and other professionals. Suggestions and comments for the improvement of 
the books are welcomed.

To get employment opportunities in Industrial Sectors. 

Office Management And Secretaryship has been revamped by SCERT in col-
laboration with Tamil Nadu Skill Development Corporation in order to get immediate 
employment opportunities  for the vocational students in the Industrial Sectors in future. 
The skill certificate for practical assessment is given to every student by concerned Sector 
Skill Councils (SSCs) which are accredited by National Skill Development Corporation 
(NSDC) and TNSDC.
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OFFICE MANAGEMENT AND SECRETARYSHIP

1.	� MODERN OFFICE AND 
MANAGEMENT  01–09

	 1.1	 Introduction	
	 1.1.1	� Meaning
	 1.1.2	� Definition
	 1.2	 Importance and Functions of 		
		  Office Management
		  1.2.1	Importance of office 		
			   management 
		  1.2.2 Functions of Office 		
			   Management
	 1.3	 Types of an Office Management
	 1.4	� Office Manager
	 1.5	 Roles and Duties of an Office 		
		  Assistant
	 1.5.1 Role of an Office Assistant
	 1.5.2 Duties of an Office Assistant

	 1.6	� Introduction to an Office 
Automation

		    1.6.1 Meaning
	 1.6.2 Objectives of an Automation
	 1.6.3 �Importance of Office 	

Automation
	 1.6.4 Types of Office Automation

	 1.7 Accommodating a Mobile 		
		  Workforce
	 1.7.1 Strategies and Techniques
	 1.7.2 Productive usage

2.	� OFFICE ACCOMMODATION AND 
LAYOUT  10–20

	 2.1 Introduction 
	 2.2 �Selection of Office 

Accommodation
	 2.3 Shared Workspace
	 2.4 �Navigation IoT (Internet of 

Things) and Sensors
	 2.5 Introduction of Office Layout
	 2.6 Recent Trends in Office Layout
	 2.6.1	 Eco-Friendly office

	 2.7 Maintaining a Healthy and Safety
		  Office Equipment
	 2.7.1	� Protection of Health and 

Safety of employees
	 2.7.2	� Safety Measures at 

Workplace

3.	� MODERN OFFICE FURNITURES 
AND STATIONERIES  21–32

	 3.1 Introduction
	 3.2 Office Furniture, Fittings and 		
		  Accessories
	 3.2.1	� Selecting, Purchase 

Procedure and Methods of 
using Office Furniture

	 3.2.2	 Uses of Office Furniture
	 3.3 Purchasing and Safeguarding the 	
		  Assets
	 3.4 Introduction - Office 			 
		  Stationeries
	 3.4.1	� Classification of Office 

Stationeries
	 3.4.2	� Importance of Managing 

Stationeries
	 3.4.3	� Selection and Purchasing 

of Stationeries
4.	� RECORDS, FILING AND 

INDEXING  33–43
	 4.1	� Introduction
	 4.1.1.	� Meaning of Records
	 4.1.2.	� Types of Records
	 4.1.3.	� Records Management
	 4.2	� Filing
	 4.2.1 	 Classification of Files
	 4.2.2 	 Uses of Filing
	 4.3 Introduction - Indexing
		  4.3.1 	 Types of Indexing
		  4.3.2	 Selection of a Suitable 		
			   Indexing System
		  4.3.3	 Advantages of Indexing
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7.5	Create Forms and Reports Using 		
	 Wizard
	 7.5.1	 Forms in Base
	 7.5.2	� Creating a Form Using 

Wizard
	 7.5.3	� Steps to Create REPORT 

using Wizards
8.	� Office Management Related Banking 

Services  77–85
	 8.1	� Introduction
	 8.1.1	 Meaning
	 8.1.2	� Procedure for Opening 

Bank Accounts
	 8.1.3	� Maintaining of Bank 

Statements
	 8.1.4	� Different forms used in 

banks
	 8.1.5	 Modern Banking Services
	 8.1.6	� Types of Accounts/

Deposits
	 8.2	 Core Banking Solutions
	 8.3	 No-Frills Account
	 8.4	 Common Banking Services

9.	 IT  and ITeS Services  86–94
	 9.1	 Introduction
	 9.1.1 Meaning:
	 9.2	 Business Process Outsourcing 		
		  (BPO) Services
	 9.2.1	� Important BPO Services
	 9.2.2	� Advantages of BPO 

services
	 9.2.3	� BPO Services in India
	 9.2.4	� Classsification of major 

BPO Services
	 9.2.5	� Advantages of BPO Service 

Industry
	 9.3	 Business Process Management 	
		  (BPM) Industry in India
	 9.3.1	� Definition
	 9.4	� Structure of the IT-BPM 

industry
	 9.4.1	� Parameters of IT-BPM 

industry 
	 9.5	 Various IT applications

5.	� OFFICE MANAGEMENT 
SOFTWARE  44–55

	 5.1	� Introduction
	 5.2	� Various Functions of Office
		  Management Software
	 5.2.1	� Application of Office 

Management Software
	 5.3	� Introduction-Cloud Computing
	 5.3.1	� Meaning
	 5.4	� Activity Based Working
	 5.5 	 Bring Your Own Device (BYOD)
6.	� OFFICE SYSTEMS AND 

PROCEDURES  56–64
	 6.1	 Introduction
	 6.1.1	� Meaning
	 6.1.2	� Definition
	 6.1.3	 Principles of Office 
	 6.1.4	� Importance of Office 

Systems and Procedures
	 6.1.5	� Distinguish between Office 

Systems and Procedures
	 6.2	 Introduction - Office Manuals
	 6.2.1	 Meaning
	 6.2.2	 Definition
	 6.2.3	 Types of Office Manuals
	 6.2.4	 Steps in Preparation and 		
		  Writing of Office Manuals
	 6.2.5	 Revision and Distribution 	
		  of Office Manuals
7.	� DATABASE MANAGEMENT 

SYSTEM(DBMS)  65–76
	 7.1	� Introduction
	 7.1.1	 Meaning
	 7.1.2	� Definition
	 7.1.3	 Features of DBMS
	 7.1.4	 Concept of DBMS
	 7.2	� Create a Table using Table 

Wizard
	 7.2.1	� Steps to create a table using 

table wizard
	 7.2.2	� Table Data View Dialog 

Box
	 7.3	� Perform Operations on Table
	 7.4	 Retrieve Data using Query
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