
Sangam Education Board – Online Resources 

SUVA SANGAM COLLEGE

YEAR 9

OFFICE TECHNOLOGY

WORKSHEET 3

Strand 1 GENERAL OFFICE TECHNOLOGY
Sub-Strand History and Importance
Reference from 
Text

Pg. 14 - 17

Questions

No
.

CONCEPT IN BRIEF: Current Status and Importance

1. List and explain the four steps for becoming an efficient and organized secretary.

CONCEPT IN BRIEF: Current Status and Importance
2. Briefly discuss two problems encountered by office workers and students taking Office 

Technology in schools 

CONCEPT IN BRIEF: -  Current Status and Importance
3

Identify five different careers an administrative assistant can move to after studying Office 
Technology.

 


