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FIRST YEAR – SEMESTER – II 

ELECTIVE– II: OFFICE MANAGEMENT AND SECRETARIAL PRACTICE   

Subject 

Code 
L T P S Credits 

Inst. 

Hours 

Marks 

CIA External Total 

118E2A 4    3 4 25 75 100 

Learning Objectives 

LO1 To familiar with modern office management. 

LO2 To familiar with the work atmosphere 

LO3 To train the students in maintaining and running the office effectively. 

LO4 To understand and organize data records  

LO5 To gain knowledge about the role of a secretary 

Prerequisite: Should have studied Commerce in XII Std 

Unit Contents 
No. of 

Hours 

I 

Modern Office and Its Function 

Introduction — Meaning of Office—Office Work—Office Activities 

—The Purpose of an Office— Office Functions — Importance of 

Office—The Changing Office—The Paperless Office — Office 

Management - Elements— Functions — Office Manager — Success 

Rules for Office Managers—The Ten Commandments. 

12 

II 

Office Space and Environment Management 

Introduction— Principles — Location of Office — Office Building — 

Office Layout —Preparing the Layout — Re-layout — Open and 

Private Offices — New Trends in Office Layout. Office Lighting— 

Types of Lighting Systems—Designing a Lighting System - Benefits 

of Good Lighting in Office —Ventilation—Interior Decoration - 

Furniture — Freedom from Noise and Dust — Safety from Physical 

Hazards—Sanitary Requirements—Cleanliness —Security—Secrecy. 

12 

III 

Office Systems and Procedures 

The Systems Concept —Definitions—Systems Analysis —Flow 

of Work—Analysis of Flow of Work — Role of Office Manager 

in Systems and Procedures — Systems Illustrated - Office 

Machines and Equipments. Office forms – Design, Management 

and Control  

12 
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IV 

Records Management 

Records — Importance of Records — Records Management — 

Filing —Essentials and Characteristics of a Good Filing System — 

Classification and Arrangement of Files — Filing Equipment — 

Methods of Filing — Modern Filing Devices — Centralised vs. 

Decentralised Filing — Indexing — Types of Indexing—Selection 

of Suitable Indexing System—The Filing Routine — The Filing 

Manual — Records Retention — Evaluating the Records 

Management Programme—Modern Tendencies in Records Making 

12 

V 

Secretarial Practice  

Role of Secretary: Definition; Appointment, Duties and 

Responsibilities of a Personal Secretary - Qualifications for 

Appointment as Personal Secretary. Modern Technology and Office 

Communication, Email, Voice Mail, Internet, Multimedia, Scanner, 

Video-Conferencing, Web-Casting. Agenda and Minutes of Meeting. 

Drafting, Fax-Messages, Email. Maintenance of Appointment Diary. 

12 

 TOTAL 60 

Course Outcomes 

CO1 Familiarised with modern office management 

CO2 Adapt with the modern work atmosphere 

CO3 Trained in maintaining the office independently and effectively 

CO4 Ability to organize data records in office 

CO5 Motivated to act as a company secretary 

Textbooks 

1 
R S N Pillai &Bagavathi , Office Management, S Chand Publications,  New 

Delhi 

2 P.K. Ghosh, Office Management, Sultan Chand & Sons, New Delhi. 

3 R.K. Chopra, Office Management, Himalaya Publishing House, Mumbai. 

4 Bhatia, R.C. Principles of Office Management, Lotus Press, New Delhi. 

5 
Leffingwell and Robbinson: Text book of Office Management, Tata McGraw-

Hill, Noida. 

Reference Books 

1 
Chhabra, T.N., Modern Business Organisation, Dhanpat Ra i& Sons New 

Delhi. 

2 Terry, George R, Office Management and Control, Irwin, United States. 

3 
Duggal, Balraj, Office Management and Commercial Correspondence, Kitab 

Mahal, New Delhi. 

4 
Dr. I.M. Sahai, Office Management & Secretarial Practice, Sahitya Bhawan 

Publications, New Delhi. 

5 
T Ramaswamy, Principles Of Office Management, Himalaya Publishers, 

Mumbai. 

NOTE: Latest Edition of Textbooks May be Used 
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Web Resources 

1 https://accountlearning.com/basic-functions-modern-office/ 

2 
https://records.princeton.edu/records-management-manual/records-

management-concepts-definitions 

3 
https://www.yourarticlelibrary.com/secretarial-practice/secretarial-practice-

definition-importance-and-qualifications/75929 

 

MAPPING WITH PROGRAMME OUTCOMES  

AND PROGRAMME SPECIFIC OUTCOMES 

 PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PSO1 PSO2 PSO3 

CO1 3 2 3 2 2 2 2 2 3 2 2 

CO2 3 2 3 2 2 2 2 2 3 2 2 

CO3 3 2 3 2 2 2 2 2 3 2 2 

CO4 3 2 3 2 2 2 2 2 3 2 2 

CO5 3 2 3 2 2 2 2 2 3 2 2 

TOTAL 15 10 15 10 10 10 10 10 15 10 10 

AVERAGE 3 2 3 2 2 2 2 2 3 2 2 

3 – Strong, 2- Medium, 1- Low 
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