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CONCEPT IN BRIEF: Office and Equipment

1. a) List and discuss the two commonly used method of workflow.

CONCEPT IN BRIEF: Office and Equipment 
2. a) Who are employees?

b) Identify three responsibilities of an employee.
c) Identify three rights of an employee.

CONCEPT IN BRIEF: - Office and Equipment 
3

a) List and discuss the four components of an office.
b) Name the 5R’s in terms of conservation of resources.


