Office Work
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Office work consists mainly of writing letters, answering telephones, keeping records and using certain devices in dealing with the related information.


Most of the work of an office consists of writing letters. A good business letter is well organized, clear and brief. It is useful to write down the points to be covered and to arrange them in logical sequence. The organization of a letter depends on its purpose. In a sales letter, for example, the most important information should be in the first one or two paragraphs, and the paragraphs should be short. Sentences should also be short and words should be simple. The appearance of a letter is very important too. It should be properly centered and clean.


Since much business is done by telephone, the telephone must be used properly. Care must be given in speaking clearly and in using the rules of politeness in conversation. Some people find it difficult to talk without gestures. Those people have to work hard to improve their telephone techniques. A telephone agreement is often confirmed by a letter in order to prevent misunderstanding. Frequently, it is better to send a telegram instead of a letter in order to save time.


Information about a company is stored in records. Old records show the history of the company and are useful in indicating the progress of the company over the years. They are also helpful in settling disputes about a problem in the past or in making plans for the future. Offices spend a lot of time in preparing, storing and recovering records; therefore, some essential policies should be set up by each company with reference to keeping records. Normally important records are kept for long periods while unimportant information is kept briefly and destroyed.


Different types of equipment are used in facilitating office work. Their main purpose is to permit a large quantity of information to be handed accurately and fast. An office worker also makes use of certain techniques such as dictation and short hand writing in order to accomplish his work in the most efficient way.

New words

Consist (v): be made up of 

Mainly (adj): basically

Device (n): an invention for a special purpose

Brief (adj): short but covering all the important points 

Arrange (v): put in order

Logical (adj): according to clear thinking 

Properly (adv): suitably, correctly

Rule (n): principle controlling action or behavior

Gesture (n): movement of a person’s hands or arms while he is talking

Confirm (v): make sure about the given message

Misunderstanding (n): failure to understand

Settle (v): put into order, make or become clear

Dispute (n): argument 

Recover (v): find again, find its normal position

Essential (adj): necessary

Policy (n): a plan of action or a statement of aims and ideals of a company or a government 

With reference to: in regard to, concerning

Destroy (v): pull down, break into pieces, and make useless

Accurately (adv): exactly, correctly

Shorthand writing (n): (stenograph)

Accomplish (v): succeed in finishing

EXERCISES

I.  Complete each of the following sentences with one of the words in the box.
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device
confirm
mainly
gesture



brief
arrange
consist 
misunderstanding
1. The teacher gave a ______summary of what he had explained before.

2. The members of that association are _______women.

3. Mr. Kate makes a lot of ________s while he speaks.

4. You’d better ________your telephone agreement by letter.

5. _______between nations may lead to a war.

6. Mr. Smith _________ed his meetings before he left for Turkey.

7. Now there are new ________ invented to keep records of a company.

8. That book ______s mainly of scientific passages.

B. Match the words in List A with the meanings from List B. There are more meanings than you will need.
1. List A-Words
List B-Meanings

2. [image: image8.wmf]__essential
a. Argument

3. __consist
b. constitute

4. __compose
c. exactly

5. __accomplish
d. succeed in finishing

6. __aim
e. failure

7. __accurately
f. necessary

8. __handle
g. deal with

9. __dispute
h. be made up of 

10. __maintain
i. make sure

11. __properly 
j. keep out


k. suitably


l. purpose

II. Comprehension

1. What does office work mainly consist of?

2. How should a good business letter be?

3. What is useful to do before you start writing your letter?

4. What does the organization of a letter depend on?

5. Where should the important information be stated in a sales letter?

6. How should the length of a sales letter be?

7. How should the appearance of a letter be?

8. What factors need to be taken into consideration in using a telephone in business?

9. Is making an agreement by telephone enough?

10. What should be done afterwards?

11. Why is there a need to confirm a telephone agreement by letter?

12. Why is a telegram preferred to a letter in the confirmation of a telephone agreement?

13. Where is information about a company kept?

14. What do old records show?

15. In what ways are old records useful?

16. What should be get up with reference to keeping records? Why?

17. What kinds of records are kept for long periods?

18. How long is important information kept?

19. What is used to facilitate office work?

20. What is the purpose of using such equipment?

21. What techniques an office worker make use of in an office?

22. What is his reason for using such techniques?

III. Word Building

A. In order to show that something is done in the wrong way MIS- is added in front of certain words.
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MIS- 
+ understand 
= misunderstand

Add MIS- in front of the words in the box and use these new words to complete the following sentences.
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spell
number
inform
use
pronunciation

1. Because Jim_____(e)d a word, the teacher couldn’t get the meaning of his sentences.

2. Anne can’t find the right drill because the pages are_____(e)d in her book.

3. Mr. Smith couldn’t go to the meeting on time because he had been_____(e)d about the  time of the meeting.

4. Is _______ing other people’s money against the law.

5. Most English people can’t understand Karl because of his _________.

B. 
The opposite of ‘useful’ is ‘useless’. -LESS means ‘without’.  This ending is added to certain nouns to change them into adjectives.

Noun  
+ -LESS  
= Adjective

use    
+  -LESS  
= useless
Fill in the blanks with one of the words in the box.

Care

Noise

Life

Harm

Leaf

1. 
2. Most of the trees are ______________in winter.

3. Bob is a very __________boy: therefore, he makes a lot of mistakes in his homework.

4. Don’t be afraid of this dog. It is quiet ___________.

5. Since life doesn’t exist on the moon. It is a________ satellite.

6. There is a lot of noise coming from this washing machine. I would buy a ______one if I could.

IV.  Writing   


Write a paragraph about the main types of office work.
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