
Officeisaplace,room orbuildingsetasideforperformingclerical
andadministrativedutiesinanorganization.Officeisalinkbetween
abusinessanditscustomers.

Officepracticecanbedefinedastheactofperformingbusiness
activitiesinaroom orplacecalledoffice.Officepracticeisdefinedas
afieldofstudywhichimpartsintheindividualemployablework
habitsandbusinessskillsthatarerequiredincarryingoutbusiness
activitiesintheoffice

Aimsandobjectivesofofficepractice

Toenableworkers/applicantstomakearelevantchoiceofjob
opportunitiesandrightplacement

Togiveinformation/knowledgeofofficeeducationtostudents.

Toenableindividualstohavetherightplacementinaparticularjob.

Toenabletheemployees,knowtheirvariousfunctions,dutiesandrolesto
playintheirofficeswhichleadtothemobilizationoftheorganizationgoal.

Toequip,developandempowertheofficepersonnelontheirvariousareas
ofspecializationintheoffice.

Toinculcatethespiritofeffectivenessandefficiencyintheofficeworkers.

Toprovidesgeneralguideofbusinessoperationsthroughareliableoffice
system andprocedures

Tohelpinadjustingtheattitudeofofficepersonnel(positively)intheirjobs

Toguidethemanagementinefficientrunningoftheirorganizations

Importanceofofficepractice

Itenablesorganizationstoimproveonitsservicewhichwillpositively
affectthenation’seconomy

Ithelpsineffectivehandlingofcustomer/clients

Itenablesindividualstorenderqualityservicesintheirorganizations

Itenablesefficienthandingofadministrativeandproductive
processes.



Providestheknowledgeofthemanagementofbusinessactivities

Providesopportunityforself-employment

Officepracticeimpartsontheindividualthenecessaryoffice
methods,system andproceduresforeffectivitiesbusinessoperation

Providestheindividualwithgeneralbusinessskillswhichenables
him tobeproductive

Enablesanindividualtobemoreefficientinhandlingbusinessand
productionprocessestherebyincreasingthequantityandqualityof
goodsandservice.


