Chapter (1) Summary: Office Orientation

1.1 Office Functions and Layout

Office defined: «iSall Ciy 2
a physical or virtual space where administrative and professional tasks are carried out.

Aigall s A )oY algall Lgd ot dpal yidl ol Ailad dalisa

Functions of an Office: «iSall ciili g

1. Receiving Information: <la gixall a3t
Information may be received from internal sources or external sources
Ga A joleac ol Adaly jalean (e cole slaall Jusind 8

2. Recording Information: <ia giaal) Juaud
Making information readily available to the management, whenever required
dalal)l e s LS A geun 51030 e glaall da)

3. Arranging Information: cia siaall aatigh casi 5
Supplying information in the form, which best serves the purpose of the management
Examples: Preparing invoices — payrolls — cost accounting statement — reports
5 5ma Juaily 51 Can a3y (3 JSAIL e gleall 2y g 3
Do)l — sl WSl Gl — il gl oS — ) il alae ) AL

4. Giving Information: <laglaal) slas)
The office supplies the collected, recorded & processed information
Examples: orders— estimates — invoices — progress reports — statements of accounts
inlins 5 Llimasi 5 Lmann o3 1 ol sbeall sy Al a5y
ililual) (ool — angill a5 — ) gal) — il — culydlal) HAk
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Types of office layout: ciiSall kil ¢ i

1. An open-plan office g sidall iSal)
Accommodate a number of workers. (il sall (e axe Cie sy
Large space 4=l s dalua
individual workstations 428 Jac lass

2. Closed office (#all igall
Small room with desk and workspace for one or two members of staff
daa) s (pe (pguae 5l suand Jae dalua s (aiSa o (5 5iai 5 ja 48 2

3. Virtual Office a3l iSa

Using computer and telecommunication technology.

GYLATY 5 o gualal) L g 935 a2l oy
Can work from any physical location
i gdse sl (e Jand Sy

Advantages and disadvantages of Open-plan and Closed office:
Gliall g 7 sidal) CiSal) igie g Ll e

Open-plan office

Closed office

C5dall sl Gl iigal)
Team spirit More private
&A ) dpn ot
Easier to communicate More security
Advantages | J<! il 4 su [EAREVY
<) jraa Easier supervision Less noise
Cal 3N A g Jil gle )
Space saving (cheaper) More confidential
(RS i) Aalad) (b L K]
Less privacy Some staff may feel isolated
il 1 pma A el (il sall ey 8
Less security Less communication
Disadvantages | UL Ji Ji Jaal 53
g More noise Difficult supervision of staff
Sl zle ) Osila sl e Gl Y &y sea
Can be hard to concentrate Expensive
55 b e Adle eLasy) dilss
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1.2 Organizational Structure and Functions

Organizational Structure: (A5 gl
allocations of roles, responsibilities and authority within its organization to achieve business goals.

el Calaal (gaiat) dadasal) Jalo bl s il g gand) 5l 5a¥) a5

Organizational Charts: (55 gl cilabia

1. Hierarchy: (=g JS¢d)
The number of levels in an organizational structure

bl JGell A il i) dae

2. Chain of command: 3381 dlula

The route through which authority is passed down to through an organization
Aadaiall Jals Adalid)l A& (e JE5 (A (33 ykal)

3. Delegation: 4hlul) (ay i
Passing authority down through the organizational hierarchy to a subordinate

O g3 all aal ) candaiil) el dasdsil) VA (e Aalid) a5

4. Span of control: 5 k) (§Uai
The number of subordinates reporting to each supervisor/manager
Capdia sl ade IS GILEY Gamady () Gaas el 220

The factors that affect the size of the span of control: 3 ksl (§Uai aaa A Jisi Al Jal gad

1. The difficulty of tasks: algall 4500
Subordinates do simple and repetitive tasks (wide)
(el s a2y Ui 1 5) 5K s s slea (g smas syl (523 Leic
Subordinates do a complex task (Narrow)
(Gann ol ) (3Uai () 550 Bains alga () sas g5 pall (5275 Ladie

2. The experience and skills of workers: Cslaladl & jlga g 5 ua
Subordinates are highly skilled and experienced workers (wide)
(el s a2y 3UaS) (S Alle 5 s Sl jlen 553 ¢y smissall s Leic
Subordinates are less skilled and experienced work (Narrow)
(Gan I BUai) (35S0 5 il 55 gl SLB () a5 pall )5S Larie
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3. The size of the business: 4w 3al) aaa
A large company (wide)
(g5 ol ) (3Ua) 3 4S5
A small company (Narrow)
(G Sl Gai) 5 ym 4S5

4. Levels of hierarchy: (! Jualedlll il glesa
Atall organization structure (Narrow)
(o S GUad) Guae (o (oasilh IS
A flat organization structure (Wide)

(e 5 S 52 Bai) rhanse it IS8

Departmental Functions: ahﬁ‘ﬂ il g

Personnel/HR Department 4 &l 3 ) sal) acd
Searching, recruiting, training employees and keeping staff records
aks gl) agiBlas Jads 5 cagu )X cagdila 5 ¢ opida gall e il

Accounting Department clbicall aud

Receive payments from customers and make payments to suppliers, banking and petty
cash payments
Public Relations Department 4ala) cil8al) ad
Create and maintain relationships between an organization and customers, employees
and suppliers
A ) 40l cile shaall s ASill i laall 5 ¢ sall Cile giaall Maws 5 ceDlanl) (e e sl 2Dl
Warehousing Department ¢pidill/ cilea givall ad
Keeps stocks of goods, arranging for goods, transporting goods and keeping a record of
the stocks
u}:)i.qn C_I)..;u Lé;} ‘L@.\gl} 6&3L\4.L“ k_l;ﬁ‘):l} 6&3@]‘ O}‘}M.I jé:tﬂ;\}“
Sales Department lasall aud
Sells goods to customers and handles and advertising and promotion of goods
Clatiall @Jﬂ\} UN.GY\J GM@L‘L\]\ o
Purchase Department <t idal) aud
Buying goods from suppliers
023 54l (e @bl o) )
Administrative Department 4 )Y) 3 gsddl ad
Day-to-day running of the office, mail, typing, telephoning
Lasilgd) VLl g ddelilall 5 ey ) Gl 6 Lay e sl A0Sl Jlas YL ALl
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1.3 Qualities and Obligations
Qualities and Ethics of Employees: ¢ sall cLENA]§ clia

1. Punctuality: 15l & hluai)
Coming on time, doing work on time and leaving on time.
2l S gl & sl pai¥ g coanall Gl 8 Jaall Glad) g cdasall Gl &) guaal

2. Dedication: Jaul) (b Al g (aday)
Passion for work, positive attitude and punctuality to all work-related events.
Janlly ddagi yall cillladl) myaad ) suaal) 8 Labuai) g e alagy) Sl 5 cJanl) olad Carll

3. Confidentiality: &) o Blial)
Keeping the information about the company away from outsiders.
da i il ll oY Welid) axe 548 il Gila gles o Llaall

4. Critical Thinking: g3l siil)
Questioning, Analyzing, interpreting and developing a logical solution about a problem.
COMSiall djahaie Jola auzags el yadi s el shaall Jlat s dliny) ~ 5k

5. Appropriate appearance: cwliall jglaal)
Dressing smartly, appearing neat, tidy and carrying himself well.
B5Y I G peaill 5 ccadaill g o yall jedaall 5 ¢y el

6. Teamwork: (Steaal) Jaal)
Performing the tasks in teams
dae (38 (e algall ol

Obligations of Employees and Employers: Jall cilaual g (il gall il g g ilal )
Attend in person Laid gl

Be competent 13 ¢S of

Take care of the employer’s propertydasdl caalia cilslias e Llaal)

To follow their employer’s instructions Jasll caialia Cilaglas ¢ Ll

To be honest and loyal balis s Gila & < ()

Work safely 4l 43y yhay Janl)

Provide a clean and safe working place (s —alai Jee (\Sa yid 5i

Pay salaries and benefits to employees (il sall Ll jall 5 il 5 )11 ada
Employers Treat employees with respect al sial (pila sall dldlas

Give details of the rights of the employees (b sall 3 sia e Jpalss ¢lac)
Give minimum number of holidays / vacations Jhall / <l Yl (e 32Y1 asll 3l

Employees
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Motivation: jsiaill
Encouraging employees to perform to the best of their capabilities to achieve the goals of the
organization.

Aalasall Calaal (3ai) 508 (e agedl La el S (il gal) on

The benefits of having well-motivated employees: 3 JS& (pjiah (ilh ga 392 g 2 68
Lower Absenteeism bl das (aleds

Higher Production daluyl sah )

More Innovation LY 334 )

More co-operation (i sall G ST slad

Lower staff turnover <YLY 4w yalids)

Pleasant work environment s » Jac 2y

L

Maslow’s hierarchy of needs: <lalall slula a2

Self-Actualisation

AR (88l
Reaching one’s
potential

Pk CON IR A (I P
Esteem Needs _paill cilalial

Respect - recognition for a job
done - status

- Jaall el e ol - o) iaY)
Ll sl 5 dpelain ) S

Social Needs 4sliay) cilaliay)
Friendship — a sense of belonging to a team

Safety Needs oY) cilaliia)
Health and safety at work —job security — free from threats
gl e el - gida G - Jasdl 8 AL 5 daal)

Physiological Needs (dsbull) 4 sl somdl) cilaliiay)
Water —food - shelter - clothing
Skl - Sl - el3s) - el
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1.4 Health and Safety in the Office

Implications of Safety: 4akiall g 3 81 to cla¥) il il
If safety is not maintained in the workplace, all aspects of the business will suffer

)yl Jeall il ga o OB Jaall &4 ‘55 POy | Caled ya) gl ('J 1)

Employees (b gal) Organization 4ahid)
Health problems 4ssa JSLis High operation costs Judill callss e las )
Stress Jisiy bl v Medical expenses gl & jlas
Dissatisfaction L il aac Low quality of production z&Y! 33 s (aleai)
More absenteeism and labour turnover More accidents
(oYY 33l 5) nids sall Jasiy Slal) 33k ) &l gall 33l )
Less loyalty and productivity Low reputation
Lali¥ 5 oY ol (mlassl ALSPEE ey

Common Hazard in the Office: ciiSall & daildl) jhldal)

e Slippery or poorly maintained surfaces.
s Lo iime e ol 4815 Chlca

e Using overload wall sockets and extension cords.
L@ﬂ&w)ﬁh&uigld&y%}@b)@suu&ehaﬁu\

e Climbing on chairs or desks to reach high areas.
Al LY ) O g sl Y gl 1 sl SSD) e 5 gl

e Lifting heavy objects without bending properly.
dagaiaa 43 g oLV (o g0 ALEN LLEY 8

e Defective equipment, burned out lights, loose steps, torn carpet, obstacles blocking the way.
Bkl st 39 e (A8 e Balaw c;\.ﬁ.\u‘):\cehtb\.a‘ﬁ c:ﬁ)ﬂug\};bi illara Cilaza

Hazard classification: Jhliall cidial

1) Physical hazards: noise, humidity, improper temperature, lighting and ventilation
4 5l 5 3elaY) ciuubiall ye 5 ) all da 0 iy sh )l celia guall 1Al Jdl) jlaldial)
2) Electrical hazards: faulty electrical equipment’s, un-insulated wires
A gmall e LY cdllanall 450 He<I Cilanal) 1Al ¢S hlial)
3) Mechanical hazards: trapping and cutting fingers
ahal) akad i jliad) Al jhlial)
4) Chemical hazards: smokes, gases, anti-insect sprays
) pdall Aadla lELE ) el 3lall Aaial) rduiasl) halial)
5) Other hazards: polluted air, water dust, fire
Gaoall celdl e & gldl o) gl 1 g AT alia
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Accident Report Form: csalall & 3 jlaiu

Name of the injured person:

Cladll (ad il aul

Position of the injured person:

laddl addll dik

When did the accident happen: (Date and Time)
How did the accident occur?

Salaldl é‘, q..)s

Details of injury:

LY Juali

Place of accident and injury:

Loyl Calall ¢ 85 lSa

What first aid was given?

Sleanai a3 Al 4 Y1 el Lo

Was the injured person taken to the hospital? If yes, mention the name of the hospital.
el ansl HSY and 1) € adiiadd) ) Cladll 341 25 Ja
Name and position of the witness:

Ll Ada 5 g ol

Who prepared the accident report?

falall 8 aef e

Date of report:

e A o )l

Safety Signs: 43l &) L&)

i
—
Wear Safety Fire Biological : "
Glasses Extinguisher Waste EweExi
dadlud) e jUas 5 ) Gl slika da ol g LS Gl g A
ﬁ l
@ | Hazardous
area
VAR First Aid Kit Wear Hard Hat PAZaNTIoNS
Mask Area
Jad) gl X ) cldlan) duda 48 g 53 gAd) ) 3 kd ddhia
PPN
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A L\ A ©

Access for Heavy Vehicle Lift Weigh No Mobile
Wheel Chair Traffic Properly Phones
(;“‘Us'u Jale 3.&533 Gl ja 90 Jsda 058 éJ‘ ailed) pladiu &."‘;
ds atall Ta Jsaaall

N n . . Wear Saf
0 Ope No Smoking Radiation Area ear Safety
Flames Boots
‘Jl‘“: jj‘“ Cpdal) £ glaa glad ddhaia dadad) dda )
Ol

§
t
¥

[
*Z%

A
L

Caution Wet High Voltage Wear Safety
Floor Area Gloves
e (o Y Jaa) )y Al ¢S ddhaia Al ) 5LE8 s )
A ¥
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