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Course overview, Page 4 
Assessment Brief 1: About the Office Environment, Page 5 
Organisational structures: General, Page 6 
Big organisations in Ireland, Page 7 
Formal and informal structure, Page 9 
Structuring a business, Page 1 0 
Organisational terms, Page 11 
Organisation charts, Page 12 
Which department, Page 14 
Office supplies, Page 19 
Office labels, Page 21  
Which software package, Page 22 
Google drive features, Page 24 
Software you are using, Page 25 
Office equipment, Page 26 
Which piece of equipment, Page 27 
Office building, Page 30 
Information and documentation, Page 31 
Employment contracts, Page 36 

Assessment Brief 2: Working in an Office Environment 
Confidentiality, Page 44 
Answering the phone, Page 47 
Making a telephone call, Page 49 
Receiving visitors, Page 51 
Preparing documents, Page 53 
Communicating appropriately, Page 60 
Working as part of a team, Page 63 
Delivering quality work, Page 66 
Health and safety procedures, page 70 
Personal hygiene procedures, Page 75 
Office supply checklist, Page 78 
Mapping of learning outcomes, Page 81 
Weighting, Page 83 
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chart, larger, structure, jobs, depends, formal 
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delegation, subordinates, messages, line managers, authority, 
command, hierarchy 
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Human Resources (HR) Department, The Research and 
Development (R&D) Department, Accounting Department, I.T. 
Department, The Legal Department, Marketing Department 
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€

▪ €
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▪ €
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Total petty cash: ______________ 
Total expenditure: ______________ 
Total remaining: ______________ 

Department* 

Date* 

Authorised by (petty cash holder) * 

Purpose* Voucher 
number 

Given to Dept. Petty cash 
given* 

Petty cash 
returned 

Total 
expenditure 

e.g.
Stamps 

342 Kevin 
Dunn 

Sales €2.50 €1.40 €1.10 

ATTACH RECEIPTS HERE 
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