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About	this	Publication:

Fundamentals	of	Office	Management	is	aimed	specifically	at	students	studying	office
management	and	business	administration	at	higher	education	institutions,	as	well	as	employees
in	an	office	environment.	The	topics	covered	have	been	identified	by	researching	the	tasks	and
responsibilities	of	office	professionals	in	different	organisations	in	South	Africa.
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Employees	working	in	an	office	environment,	as	well	as	for	candidates	studying	office
management
Business	administration	at	higher	education	institutions
	
	


