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Questions:  

No.  CONCEPT IN BRIEF: Office Roles and Functions 

1.  

a) List and explain the three major roles in an organization. 

b) Explain the function of an office. 

 

 CONCEPT IN BRIEF: Office Roles and Functions 

2.   

a) State the seven areas of operation in an organization. 

b) Differentiate between organization policies and organizational procedures. 

c) State three results of having well-planned procedures in an organization.  

 

 CONCEPT IN BRIEF: Office Roles and Functions 

3.   

a) State three results of NOT having well planned procedures in an Office or 

organization. 

b) What are the three levels of management structure in a large organization. 

c) What is an organizational chart? 

 

 


