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PENANG SANGAM HIGH SCHOOL 

YEAR 11 

OFFICE TECHNOLOGY 

WORKSHEET 12 

LESSON NOTES AND ACTIVITY  

STRAND OT 11.3 Office Administration 

SUB-STRAND OT 11.3.1 Office Roles and Functions 

LEARNING 

OUTCOME 

 define an office 

 identify and explain three major roles of an organization  

 Explain the functions of an office  

 

ROLES OF AN OFFICE 

An office refers to any space or area of a building whereby people use office equipment, stationary, 

information and other resources to provide administrative services needed to support the primary function of 

a business. 

 

An office has three major roles in an organization:  

1. Secondary Role:      

The office supports the primary concern of the business, which is either the manufacturing of goods or 

the provision of services.   

2. Complementary Role:      

Without its services the business cannot survive.  The office complements or completes other 

activities of the business which included:   

 Ordering supplies,   

 Paying wages,    

 Communicating with customers and provide goods or services to customers.   

3. Controlling Role:      

The office controls or maintains the operations connected with budgets, stock, finance, and human 

resources management and workers welfare.     
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Functions of an Office   

Office functions support the goal of the organization and each specific department.  Office operations are the 

tasks that are performed in order to carry out the office functions.   

Office Function                                   support                              Business Function   

Managing Staff   Human Resource Management   

Communicating with customers   Marketing goods and services   

Managing Finance   Controlling Finance   

Processing Data   Production of goods and services   

 

Activity 

 
1. ______________________________ 

2. ______________________________ 

3. ______________________________ 

 

 

 

THE END  

 


	An office refers to any space or area of a building whereby people use office equipment, stationary, information and other resources to provide administrative services needed to support the primary function of a business.

