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Unit J/506/1899: Principles of Providing Administrative Services
Activity 4 – Understand how to use office equipment (AC 4.1, 4.2, 4.3, 4.4)
You will be required to use different pieces of office equipment as part of your role and it is important you understand what this equipment is for so you can ensure you use this correctly. Complete the activities below about the use of office equipment.

1. In the table below, identify different types of office equipment and how these are used.

	Type of equipment
	Equipment uses

	


	

	


	

	


	

	


	

	


	

	


	



2. Describe the factors that need to be considered when selecting the office equipment to use for a task.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


3. How do you keep waste to a minimum when using office equipment?
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