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Questions:  

No.  CONCEPT IN BRIEF: Office Roles and Functions 

1.  

a) Define the term Office? 

b) What is the primary function of a business? 

 

 CONCEPT IN BRIEF: Office Roles and Functions 

2.   

a) List and explain the four basic components of an office. 

b) State the three roles of an office. 

 

 CONCEPT IN BRIEF: Office Roles and Functions 

3.   

a) Identify the three categories of office operations. 

b) Name the two different types of office layouts? 

c) State two advantages and two disadvantages of Conventional Layout. 

d) State two advantages and two disadvantages of Open Plan Layout. 

 

 


