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Principles of administration (Activity 1)
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Unit Y/506/1941: Principles of Administration
Activity 1 – Manage an Office Facility (AC 1.1, 1.2, 1.3, 1.4, 1.5, 1.6)
As part of your role, you will need to manage the office facility to ensure it runs smoothly. Complete the activities below related to the management of an office facility.

1. In the table below, identify the main legislation covering an office facility and provide a brief explanation of each. 

	Legislation
	Main points of the legislation

	
	

	
	

	
	

	
	

	
	



2. What are the main services offered by an office facility?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
3. How do you establish office management procedures?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………



4. In the table below, identify the resources you may need to manage and provide an example of how you would do this.

	Resource
	How this is managed

	
	

	
	

	
	



5. How do you plan and monitor work flow within the office?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
6. What support is available for office workers and how do these help you?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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