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1 Office Procedure and System.

e Concept, objectives, importance, types and procedures of filling
e Concept, objectives, importance, types and procedures of indexing
e Concept, objectives, importance of records management.

2. Secretarial Service

e Concept, objectives and importance of secretarial service.
e Telephone Handling.
e Handling of photocopy machine. Fax machine and other importance office equipments.

3. Communication.

e Drifting Official Letters.
e Memo Writing
e Report Writing



q9E (M) : fEgwE HHAR 30

1 Unitary Method.
2 Average
3 Ratio & Proportion.
4 Profit & Loss, Percentage
5 Interest (Simple & Compound)
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1 Basic knowledge of Computer — Hardware and Software.
2 Word Processing
3 Spread Sheet
4 Power point.
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Office and Office Management

Concept, roles, importance, objectives and functions of office.
Concept, importance and functions of office procedures.
Concept and importance of office system.

Importance of office layout.

Concept, objectives and importance of office forms

Communication in Organization.
Types, direction and importance.
Motivation

Concept, importance and types.
Methods of resolving Disputes.
Personnel administrations.

Concept, objectives and importance of personnel administration.
Transfer, placement, promotion, recruitment and retirement.
Personnel record keeping.

Supervision — Role and function of supervisor.
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Accounting concept & principle.

Vouchers, Ledger, Cash Book.

Concept of revenue expenditure and capital expenditures and their difference.

Bank Reconciliation Statement.

General concept and preparation of Trial Balance, Profit and Loss account & Balance Sheet.
Rectification of errors.

Role of Internal Audit in an Organization.

Tax Deducted at Source (TDS), Value Added Tax (VAT)

© 00O NO O & WN - » (&) & w N [
7 e o o ° ° e o o o o 7



qHe (1) : 9 Fae9- FHATT 30

1 Introduction to marketing.
2 Markets & Products
e essential features of a market.
e Classification of market.
e Industrial goods.
3 Buying and Selling
. Buying methods.

. Importance of salesmanship.

o Quialities of a successful salesman.
4 Marketing Channels & Institutions.

o Concept of Channels of Distribution.

. Channels of Distribution for Industrial Goods.
5 Customer Service.

e Concept, objective and importance of customer service.

e Importance of communication skills for effective customer service.
¢ Importance of interpersonal skills for effective customer service.

e Concept, objective and importance of Public relation skills.
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¥ FIFO, LIFO, Weighted Average.
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