[bookmark: _GoBack]Dr Isa El-Buba Foundation (DISEF)
Departmental Training Module
Office Administration
1. Department Overview
The Office Administration Department trains young people to understand the basic principles, skills, discipline, tools and character required to support the smooth running of offices, ministries, schools, businesses, organisations and public institutions.
Office administration involves organising information, handling documents, receiving visitors, managing communication, keeping records, arranging meetings, preparing reports, supporting supervisors, controlling files, managing schedules, protecting confidential information and ensuring that office work is done decently and in order.
Every organisation needs good administration. A business may have good ideas, but without administration, records become lost, meetings become confused, visitors are not attended to, documents are misplaced, instructions are forgotten and productivity is weakened. Good administration creates order, clarity, accountability and professional service.
This department does not aim to make trainees senior administrators within seven months. Rather, it gives trainees a strong foundation in office conduct, document preparation, filing, correspondence, reception, minute writing, scheduling, inventory awareness, digital office support, confidentiality, record keeping and workplace discipline.
An office administrator must be organised, respectful, accurate, confidential, punctual, neat, teachable and trustworthy. A careless office worker can expose private information, lose important files, embarrass an organisation, delay decisions or create confusion. Therefore, this department must train trainees to serve with excellence, humility and integrity.
2. Purpose of the Department
The purpose of the Office Administration Department is to raise disciplined, organised and God-fearing trainees who can support office operations with accuracy, confidentiality, order and excellent service.
The department aims to:
1. Teach trainees the meaning and importance of office administration.
2. Train trainees in professional office behaviour and workplace discipline.
3. Teach document preparation, filing, record keeping and correspondence.
4. Train trainees in reception duties, visitor handling and telephone etiquette.
5. Teach meeting preparation, agenda writing and minute taking.
6. Train trainees in scheduling, office inventory, simple reports and task follow-up.
7. Build confidentiality, accuracy, punctuality, respect and responsibility.
8. Prepare trainees for industrial attachment in offices, ministries, schools, businesses, NGOs, churches, hospitals, farms, hotels and public institutions.
9. Help trainees identify enterprise opportunities in administrative support services.
10. Develop trainees who can serve organisations with order, wisdom and Kingdom character.
3. Foundational Scriptures for the Department
1 Corinthians 14:40
Quoted Scripture:
“Let all things be done decently and in order.”
Department Lesson:
Office administration requires order. Files, records, visitors, meetings and communication must be properly organised.
Colossians 3:23
Quoted Scripture:
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Department Lesson:
Office work must be done with excellence, even when it seems small or hidden.
Habakkuk 2:2
Quoted Scripture:
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Department Lesson:
Good administration makes information clear so that people can understand and act.
Proverbs 11:13
Quoted Scripture:
“A talebearer revealeth secrets: but he that is of a faithful spirit concealeth the matter.”
Department Lesson:
Office workers must protect confidential information and avoid gossip.
Proverbs 22:29
Quoted Scripture:
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Department Lesson:
Diligence in administration opens doors to greater responsibility.
4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Office Administration Orientation Skills
1. Understanding the meaning of office administration.
2. Understanding the role of an office administrator.
3. Understanding the importance of order.
4. Understanding the value of records.
5. Understanding office departments and functions.
6. Understanding professional conduct.
7. Understanding confidentiality.
8. Understanding office hierarchy.
9. Understanding teamwork.
10. Representing the Academy with honour.
B. Office Conduct and Professional Behaviour Skills
1. Punctuality.
2. Proper dressing.
3. Respectful greeting.
4. Proper speech.
5. Listening carefully.
6. Following instructions.
7. Asking questions politely.
8. Avoiding gossip.
9. Respecting supervisors.
10. Maintaining calmness under pressure.
C. Document Preparation Skills
1. Typing simple letters.
2. Preparing memos.
3. Preparing reports.
4. Preparing notices.
5. Preparing forms.
6. Formatting documents.
7. Proofreading documents.
8. Printing documents where available.
9. Labelling documents correctly.
10. Filing documents properly.
D. Filing and Record Keeping Skills
1. Understanding files and folders.
2. Labelling files.
3. Arranging files alphabetically.
4. Arranging files by date.
5. Keeping incoming records.
6. Keeping outgoing records.
7. Maintaining registers.
8. Retrieving files.
9. Returning files properly.
10. Protecting records from loss or damage.
E. Correspondence and Communication Skills
1. Writing simple official letters.
2. Writing emails.
3. Receiving letters.
4. Dispatching letters.
5. Recording incoming correspondence.
6. Recording outgoing correspondence.
7. Taking messages.
8. Giving updates.
9. Communicating politely.
10. Escalating matters to supervisors.
F. Reception and Visitor Handling Skills
1. Welcoming visitors.
2. Asking the purpose of visit politely.
3. Recording visitor details.
4. Directing visitors appropriately.
5. Handling waiting visitors.
6. Managing difficult visitors calmly.
7. Protecting office security.
8. Keeping reception area neat.
9. Taking phone messages.
10. Reporting unusual situations.
G. Meeting Administration Skills
1. Preparing meeting notices.
2. Preparing agendas.
3. Arranging meeting rooms.
4. Taking attendance.
5. Writing minutes.
6. Recording decisions.
7. Recording action points.
8. Following up tasks.
9. Filing meeting documents.
10. Maintaining meeting discipline.
H. Scheduling and Task Management Skills
1. Preparing daily task lists.
2. Managing appointments.
3. Using calendars.
4. Setting reminders.
5. Prioritising tasks.
6. Tracking deadlines.
7. Preparing weekly plans.
8. Following up assignments.
9. Reporting completed tasks.
10. Reviewing unfinished tasks.
I. Office Inventory and Resource Control Skills
1. Recording office supplies.
2. Issuing stationery.
3. Tracking stock levels.
4. Reporting shortages.
5. Preventing waste.
6. Keeping equipment records.
7. Reporting damaged equipment.
8. Maintaining office cleanliness.
9. Supporting procurement records.
10. Practising stewardship.
J. Digital Office Skills
1. Typing documents.
2. Using word processing software.
3. Using spreadsheets for simple records.
4. Sending emails.
5. Attaching documents.
6. Saving files properly.
7. Naming files correctly.
8. Organising digital folders.
9. Protecting passwords.
10. Backing up important files.
5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practical work, group activity, office ethics, record keeping and character formation.
Month 1: Office Orientation, Conduct and Administrative Discipline
Week 1: Introduction to Office Administration
Teaching Focus
Meaning of office administration, importance of office work, types of offices, role of administrators and dignity of administrative service.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Discuss the meaning of office administration.
2. Day 2: Identify different offices in schools, churches, hospitals, businesses and public institutions.
3. Day 3: List the duties of an office administrator.
4. Day 4: Discuss what happens when an office is disorganised.
5. Day 5: Write a reflection on why order is important in office work.
Character Lesson
Administration brings order. A trainee must learn to organise information, people and tasks properly.
Week 2: Professional Office Conduct
Teaching Focus
Punctuality, dressing, greeting, respect, sitting posture, speaking politely, obedience to instructions and workplace discipline.
Scripture for the Week
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Daily Practical Activities
1. Day 1: Practise professional greeting.
2. Day 2: Review proper office appearance.
3. Day 3: Role-play receiving instruction from a supervisor.
4. Day 4: Discuss common poor office behaviours.
5. Day 5: Prepare an office conduct checklist.
Character Lesson
Office work must be done heartily and respectfully, not casually.
Week 3: Office Tools, Equipment and Workspace Organisation
Teaching Focus
Desk, chair, files, folders, stapler, printer, computer, notebook, register, cabinet, stationery and workspace order.
Scripture for the Week
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Daily Practical Activities
1. Day 1: Identify common office tools and equipment.
2. Day 2: Arrange a desk properly.
3. Day 3: Sort stationery and office supplies.
4. Day 4: Prepare an office equipment register.
5. Day 5: Clean and organise a practice office area.
Character Lesson
Faithfulness can be seen in how a trainee handles small office tools and resources.
Week 4: Confidentiality and Office Ethics
Teaching Focus
Confidential documents, private information, gossip, unauthorised access, trust, honesty and office boundaries.
Scripture for the Week
Proverbs 11:13
“A talebearer revealeth secrets: but he that is of a faithful spirit concealeth the matter.”
Daily Practical Activities
1. Day 1: Discuss the meaning of confidentiality.
2. Day 2: Identify examples of confidential information.
3. Day 3: Role-play refusing to disclose private information.
4. Day 4: Prepare an office confidentiality pledge.
5. Day 5: Discuss the damage caused by gossip.
Character Lesson
A faithful office worker protects confidential matters and refuses gossip.
Month 2: Documents, Filing, Records and Correspondence
Week 5: Document Preparation and Formatting
Teaching Focus
Letters, memos, notices, reports, headings, spacing, alignment, signatures, dates and proofreading.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Identify parts of an official letter.
2. Day 2: Type or write a simple memo.
3. Day 3: Prepare a simple notice.
4. Day 4: Proofread a sample document.
5. Day 5: Submit a clean formatted document.
Character Lesson
Clear documents help people understand instructions and take action.
Week 6: Filing Systems and File Management
Teaching Focus
Physical files, folders, labels, alphabetical filing, numerical filing, date filing, subject filing and file retrieval.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Label practice files.
2. Day 2: Arrange files alphabetically.
3. Day 3: Arrange files by date.
4. Day 4: Retrieve requested files and return them properly.
5. Day 5: Prepare a simple filing guide.
Character Lesson
A good filing system saves time and prevents confusion.
Week 7: Incoming and Outgoing Correspondence
Teaching Focus
Receiving letters, stamping, recording, dispatching, messenger book, email awareness and tracking correspondence.
Scripture for the Week
Proverbs 25:11
“A word fitly spoken is like apples of gold in pictures of silver.”
Daily Practical Activities
1. Day 1: Record incoming letters in a register.
2. Day 2: Record outgoing letters in a dispatch register.
3. Day 3: Prepare a simple acknowledgement note.
4. Day 4: Practise sorting correspondence by department.
5. Day 5: Review correspondence records for accuracy.
Character Lesson
Words and records must be handled carefully because communication affects relationships and decisions.
Week 8: Office Registers and Record Books
Teaching Focus
Attendance register, visitor register, dispatch register, asset register, stock register, meeting register and daily duty log.
Scripture for the Week
Proverbs 27:23
“Be thou diligent to know the state of thy flocks, and look well to thy herds.”
Daily Practical Activities
1. Day 1: Prepare a visitor register.
2. Day 2: Prepare an attendance register.
3. Day 3: Prepare an asset register.
4. Day 4: Prepare a daily duty log.
5. Day 5: Review registers for completeness and neatness.
Character Lesson
A responsible administrator knows the state of what has been entrusted to the office.
Month 3: Reception, Communication and Customer Service
Week 9: Reception Duties and Visitor Handling
Teaching Focus
Welcoming visitors, asking purpose politely, visitor log, waiting area, directing visitors and office security awareness.
Scripture for the Week
Romans 12:10
“Be kindly affectioned one to another with brotherly love; in honour preferring one another.”
Daily Practical Activities
1. Day 1: Practise welcoming visitors.
2. Day 2: Complete a visitor register.
3. Day 3: Role-play directing visitors to the right office.
4. Day 4: Practise handling waiting visitors respectfully.
5. Day 5: Prepare a reception checklist.
Character Lesson
Reception is a place of honour. Visitors should be treated with respect and kindness.
Week 10: Telephone Etiquette and Message Taking
Teaching Focus
Answering calls, greeting, tone of voice, listening, message notes, confirming details and ending calls politely.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Practise answering a phone call professionally.
2. Day 2: Practise taking a message.
3. Day 3: Practise confirming name, number and purpose of call.
4. Day 4: Role-play handling an impatient caller.
5. Day 5: Prepare a telephone etiquette checklist.
Character Lesson
Office speech must be gracious, clear and respectful.
Week 11: Customer Service and Public Relations
Teaching Focus
Understanding clients, patience, service attitude, answering enquiries, handling complaints and protecting organisational image.
Scripture for the Week
Matthew 7:12
“Therefore all things whatsoever ye would that men should do to you, do ye even so to them.”
Daily Practical Activities
1. Day 1: Discuss how visitors and clients want to be treated.
2. Day 2: Practise answering simple enquiries.
3. Day 3: Role-play handling a complaint.
4. Day 4: Prepare a customer service checklist.
5. Day 5: Write a reflection on treating others well.
Character Lesson
Treat visitors and clients the way you would want to be treated.
Week 12: Professional Email and Written Communication
Teaching Focus
Email address, subject line, greeting, message body, attachment, reply, forwarding, tone and professional language.
Scripture for the Week
Proverbs 15:1
“A soft answer turneth away wrath: but grievous words stir up anger.”
Daily Practical Activities
1. Day 1: Identify parts of a professional email.
2. Day 2: Write a simple official email.
3. Day 3: Attach a document to an email where available.
4. Day 4: Rewrite a rude message politely.
5. Day 5: Prepare an email etiquette guide.
Character Lesson
A soft and respectful answer can prevent conflict and protect relationships.
Month 4: Meetings, Minutes, Scheduling and Task Follow-Up
Week 13: Meeting Preparation and Agenda Writing
Teaching Focus
Meeting purpose, notice, agenda, venue, seating, materials, attendance list and time management.
Scripture for the Week
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Daily Practical Activities
1. Day 1: Identify reasons for office meetings.
2. Day 2: Prepare a meeting notice.
3. Day 3: Prepare a simple agenda.
4. Day 4: Arrange a mock meeting room.
5. Day 5: Prepare a meeting preparation checklist.
Character Lesson
Good meetings require preparation. Poor preparation wastes time.
Week 14: Minute Taking and Action Points
Teaching Focus
Meaning of minutes, attendance, apologies, matters discussed, decisions, action points, responsible persons and deadlines.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Observe a mock meeting.
2. Day 2: Record attendance and key points.
3. Day 3: Write simple minutes.
4. Day 4: Identify action points and deadlines.
5. Day 5: Submit typed or neatly written minutes.
Character Lesson
Minutes make decisions plain and help people act responsibly.
Week 15: Scheduling, Calendars and Appointments
Teaching Focus
Daily schedule, weekly plan, appointments, reminders, deadlines, avoiding clashes and supervisor support.
Scripture for the Week
Ecclesiastes 3:1
“To every thing there is a season, and a time to every purpose under the heaven.”
Daily Practical Activities
1. Day 1: Prepare a daily schedule.
2. Day 2: Prepare a weekly calendar.
3. Day 3: Record sample appointments.
4. Day 4: Identify schedule conflicts.
5. Day 5: Prepare an appointment management checklist.
Character Lesson
Time must be managed wisely. Every task has its proper time.
Week 16: Task Management and Follow-Up
Teaching Focus
Task lists, priority, delegation awareness, follow-up, reporting progress, reminders and completion tracking.
Scripture for the Week
Proverbs 21:5
“The thoughts of the diligent tend only to plenteousness; but of every one that is hasty only to want.”
Daily Practical Activities
1. Day 1: Prepare a daily task list.
2. Day 2: Rank tasks by priority.
3. Day 3: Track assigned tasks.
4. Day 4: Prepare a simple progress update.
5. Day 5: Review completed and pending tasks.
Character Lesson
Diligent planning and follow-up produce results.
Month 5: Office Resources, Inventory, Reports and Digital Administration
Week 17: Office Supplies and Inventory Control
Teaching Focus
Stationery, supplies, stock records, issuing items, preventing waste, reordering and accountability.
Scripture for the Week
John 6:12
“When they were filled, he said unto his disciples, Gather up the fragments that remain, that nothing be lost.”
Daily Practical Activities
1. Day 1: Identify common office supplies.
2. Day 2: Prepare a stationery stock card.
3. Day 3: Record items issued.
4. Day 4: Identify wasteful use of office supplies.
5. Day 5: Prepare an office supply control checklist.
Character Lesson
Waste is poor stewardship. Office supplies must be used wisely.
Week 18: Office Equipment Care and Maintenance Reporting
Teaching Focus
Computer, printer, photocopier, furniture, fan, lights, cabinets, maintenance reports and fault reporting.
Scripture for the Week
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Daily Practical Activities
1. Day 1: Identify office equipment.
2. Day 2: Inspect equipment condition.
3. Day 3: Prepare an equipment register.
4. Day 4: Write a maintenance report for a faulty item.
5. Day 5: Prepare an equipment care checklist.
Character Lesson
Faithfulness is shown in caring for equipment that belongs to the organisation.
Week 19: Simple Office Reports
Teaching Focus
Daily report, weekly report, activity report, incident report, inventory report and supervisor update.
Scripture for the Week
Proverbs 18:13
“He that answereth a matter before he heareth it, it is folly and shame unto him.”
Daily Practical Activities
1. Day 1: Prepare a daily office activity report.
2. Day 2: Prepare a weekly duty report.
3. Day 3: Prepare an incident report from a sample case.
4. Day 4: Review reports for facts and clarity.
5. Day 5: Present a report to the trainer.
Character Lesson
Good reports must be based on facts, not assumptions.
Week 20: Digital Office Administration
Teaching Focus
Word processing, spreadsheets, digital filing, email, scanned documents, naming files, backup and password safety.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Create a digital office folder.
2. Day 2: Type and save an official letter.
3. Day 3: Prepare a simple spreadsheet record.
4. Day 4: Practise digital file naming.
5. Day 5: Organise a digital filing system.
Character Lesson
Digital files must also be managed decently and in order.
Month 6: Office Leadership Support, Ethics, Enterprise and Workplace Readiness
Week 21: Supporting Supervisors and Office Teams
Teaching Focus
Understanding authority, receiving instructions, preparing documents for supervisors, reminders, follow-up and teamwork.
Scripture for the Week
Hebrews 13:17
“Obey them that have the rule over you, and submit yourselves: for they watch for your souls.”
Daily Practical Activities
1. Day 1: Role-play receiving instructions from a supervisor.
2. Day 2: Prepare a supervisor’s task reminder list.
3. Day 3: Prepare documents for review.
4. Day 4: Practise giving a respectful progress update.
5. Day 5: Prepare a supervisor support checklist.
Character Lesson
Office workers must respect authority and support leadership with humility.
Week 22: Workplace Ethics and Anti-Corruption Awareness
Teaching Focus
Honesty, bribery, favouritism, false records, absenteeism, office gossip, misuse of resources and accountability.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Discuss dishonest practices in offices.
2. Day 2: Role-play refusing to falsify a record.
3. Day 3: Discuss misuse of office time and resources.
4. Day 4: Prepare an office ethics pledge.
5. Day 5: Review case studies on office integrity.
Character Lesson
God delights in honesty. Office administration must not become a place of corruption.
Week 23: Administrative Support for Events and Programmes
Teaching Focus
Event records, attendance, registration, materials, communication, programme schedule, logistics and feedback forms.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Prepare a programme registration form.
2. Day 2: Prepare an event checklist.
3. Day 3: Prepare an attendance sheet.
4. Day 4: Prepare a feedback form.
5. Day 5: Plan administrative support for a mock programme.
Character Lesson
Good administration helps vision become organised action.
Week 24: Office Administration Enterprise Opportunities
Teaching Focus
Typing service, filing service, reception support, meeting minutes, document formatting, records support and virtual administration awareness.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List enterprise opportunities in office administration.
2. Day 2: Identify customers for one administrative service.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write an office administration enterprise idea note.
Character Lesson
The power to create wealth comes from God. Administrative enterprise must be built on honesty, accuracy and service.
Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning an office administration mini-project, team roles, documents, records, timeline, confidentiality and expected result.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Choose a safe departmental administrative mini-project.
2. Day 2: Prepare project goals and expected results.
3. Day 3: Prepare documents, registers and templates.
4. Day 4: Assign team roles and deadlines.
5. Day 5: Submit project plan for trainer approval.
Character Lesson
Clear planning helps administrative work become organised and effective.
Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised administrative project with accuracy, order, teamwork, records and reporting.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare the office area, tools and records.
2. Day 2: Begin filing, reception, report, register or event support project.
3. Day 3: Continue assigned tasks and check accuracy.
4. Day 4: Prepare project progress report.
5. Day 5: Review records, correct errors and submit progress update.
Character Lesson
Progress comes when people have a mind to work and cooperate with discipline.
Week 27: Final Practical Demonstration and Portfolio
Teaching Focus
Demonstrating document preparation, filing, reception, correspondence, minutes, scheduling, reports and portfolio evidence.
Scripture for the Week
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Daily Practical Activities
1. Day 1: Demonstrate document preparation and filing.
2. Day 2: Demonstrate reception and telephone etiquette.
3. Day 3: Demonstrate minute taking, scheduling and report writing.
4. Day 4: Organise office administration portfolio.
5. Day 5: Present practical evidence to the trainer.
Character Lesson
A trained worker should not be ashamed. Diligence, skill and discipline prepare trainees for approval.
Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for office placement, supervisor conduct, confidentiality, daily logs, records, punctuality and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible office administration attachment placements.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily office attachment logs.
4. Day 4: Review confidentiality, office conduct and workplace behaviour.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligence opens doors. A faithful office administrator can serve in important places.
6. Daily Practical Activities
Office Administration training must include daily practical work. Practical work must be carefully supervised. Trainees must not handle real confidential files, official records, financial documents, staff files, student files or organisational information without trainer approval and proper supervision.
Daily practical activities should include:
1. Office grooming inspection.
2. Desk arrangement.
3. Document typing.
4. Memo preparation.
5. Notice writing.
6. Letter formatting.
7. Proofreading.
8. Filing practice.
9. Register preparation.
10. Visitor reception role-play.
11. Telephone etiquette practice.
12. Message taking.
13. Email writing.
14. Meeting notice preparation.
15. Agenda preparation.
16. Minute writing.
17. Attendance sheet preparation.
18. Appointment scheduling.
19. Task list preparation.
20. Inventory record practice.
21. Maintenance report writing.
22. Digital filing.
23. Simple office report writing.
24. Confidentiality case study.
25. Departmental mini-project.
26. Daily work reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Grooming and punctuality check.
3. Confidentiality reminder.
4. Trainer demonstration.
5. Supervised trainee practice.
6. Accuracy and neatness check.
7. Correction of errors.
8. Filing or digital saving.
9. Work record entry.
10. Character lesson and closing reflection.
7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Office Furniture and Equipment
1. Office desk.
2. Office chair.
3. Filing cabinet.
4. Bookshelf.
5. Reception table.
6. Notice board.
7. Computer or laptop.
8. Printer where available.
9. Photocopier where available.
10. Scanner where available.
11. Telephone or practice phone.
12. Clock or wall calendar.
13. Safe box where available.
14. Extension socket.
15. Waste bin.
Office Stationery
1. Pens.
2. Pencils.
3. Erasers.
4. Rulers.
5. Stapler.
6. Staples.
7. Paper clips.
8. Puncher.
9. Folders.
10. Files.
11. Labels.
12. Envelopes.
13. Printer paper.
14. Notebooks.
15. Sticky notes.
16. Markers.
17. Registers.
18. File tags.
19. Index cards.
20. Glue or tape where needed.
Administrative Documents and Templates
1. Visitor register.
2. Attendance register.
3. Dispatch register.
4. Incoming mail register.
5. Outgoing mail register.
6. Asset register.
7. Stock register.
8. Meeting attendance sheet.
9. Agenda template.
10. Minute template.
11. Memo template.
12. Letter template.
13. Report template.
14. Maintenance report form.
15. Inventory form.
16. Appointment sheet.
17. Task list template.
18. Confidentiality pledge.
19. Attachment logbook.
20. Portfolio folder.
Digital Tools
1. Word processing software.
2. Spreadsheet software.
3. Email platform.
4. Calendar application where available.
5. File storage system.
6. PDF reader.
7. Printer software.
8. Scanner software where available.
9. Cloud storage where approved.
10. Password safety guide.
Safety and Cleanliness Materials
1. Cleaning cloth.
2. Dustbin.
3. Hand sanitiser where available.
4. First aid box.
5. Fire extinguisher.
6. Cable ties.
7. File storage boxes.
8. Wet floor sign where needed.
9. Dust cover.
10. Equipment care checklist.
8. Safety Rules
Office Administration may not involve heavy machines or farm animals, but it has serious ethical, information, document, electrical, posture and reputational risks. Trainees must handle records, visitors, devices and information carefully.
General Office Safety and Conduct Rules
1. Do not enter restricted offices without permission.
2. Do not open confidential files without authorisation.
3. Do not remove files without signing them out.
4. Do not disclose private information.
5. Do not gossip about office matters.
6. Do not falsify records.
7. Do not destroy documents without approval.
8. Do not sign documents you are not authorised to sign.
9. Do not misuse office equipment.
10. Do not use office time for laziness or idleness.
11. Do not eat or drink near official documents or computers.
12. Do not leave visitors unattended without guidance.
13. Do not argue with visitors.
14. Do not receive unofficial payments.
15. Do not leave important documents exposed.
16. Do not share passwords.
17. Do not ignore supervisor instructions.
18. Report missing files immediately.
19. Report damaged equipment immediately.
20. Obey trainer and supervisor instructions at all times.
Document Safety Rules
1. Keep files in the right place.
2. Label documents clearly.
3. Protect documents from water and fire.
4. Do not tear official documents.
5. Do not alter records without approval.
6. Use correction methods approved by the supervisor.
7. Keep registers neat.
8. File documents immediately after use.
9. Return files to the right cabinet.
10. Keep confidential files secure.
Visitor Safety and Reception Rules
1. Welcome visitors politely.
2. Ask the purpose of visit respectfully.
3. Record visitor details where required.
4. Do not allow unauthorised persons into restricted areas.
5. Report suspicious behaviour.
6. Do not disclose staff locations carelessly.
7. Protect children, elderly people and vulnerable visitors.
8. Escalate difficult situations to supervisors.
9. Keep reception area neat and safe.
10. Treat every visitor with respect.
Digital Office Safety Rules
1. Do not share passwords.
2. Do not access unauthorised files.
3. Do not delete files without approval.
4. Save files with proper names.
5. Back up important records where required.
6. Log out after using shared computers.
7. Do not open suspicious email attachments.
8. Do not install software without permission.
9. Report computer faults early.
10. Protect digital records from misuse.
Electrical and Physical Safety Rules
1. Do not touch electrical equipment with wet hands.
2. Do not overload sockets.
3. Keep cables arranged to avoid tripping.
4. Report sparks or burning smells immediately.
5. Sit properly while working.
6. Avoid lifting heavy boxes alone.
7. Keep walkways clear.
8. Keep the office floor clean.
9. Report broken furniture.
10. Know where emergency exits are located.
Safety Scripture
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Safety Character Lesson
Office safety includes protecting people, documents, information, equipment and the reputation of the organisation.
9. Workshop and Office Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be clear, simple and supervised.
Key Demonstrations
1. How to arrange an office desk.
2. How to greet a visitor.
3. How to complete a visitor register.
4. How to answer a telephone call.
5. How to take a message.
6. How to prepare a memo.
7. How to prepare an official letter.
8. How to proofread a document.
9. How to label a file.
10. How to arrange files alphabetically.
11. How to use an incoming mail register.
12. How to use an outgoing mail register.
13. How to prepare a meeting notice.
14. How to prepare an agenda.
15. How to take simple minutes.
16. How to prepare an attendance sheet.
17. How to prepare a daily schedule.
18. How to prepare a task list.
19. How to prepare an inventory record.
20. How to prepare a maintenance report.
21. How to organise digital files.
22. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the task.
2. Show the document, tool or office area.
3. State the ethics and confidentiality rule.
4. Demonstrate slowly.
5. Explain each step.
6. Allow trainees to ask questions.
7. Let trainees practise with sample data.
8. Correct mistakes immediately.
9. Check accuracy, neatness and courtesy.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Demonstration Character Lesson
Trainees should not only copy office procedures. They must understand why order, accuracy and confidentiality matter.
10. Practical Assignments
Practical assignments should test real competence, orderliness, accuracy, confidentiality and professional conduct.
Individual Assignments
1. Define twenty office administration terms.
2. Prepare a professional conduct checklist.
3. Type or write a formal letter.
4. Prepare a memo.
5. Prepare a notice.
6. Proofread and correct a sample document.
7. Prepare a filing guide.
8. Complete an incoming mail register.
9. Complete an outgoing mail register.
10. Complete a visitor register.
11. Write a professional email.
12. Prepare a meeting agenda.
13. Write minutes from a mock meeting.
14. Prepare a daily schedule.
15. Prepare an office inventory sheet.
16. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Set up a practice reception area.
2. Organise a filing cabinet or file box.
3. Prepare a meeting room.
4. Conduct a mock office meeting.
5. Prepare minutes and action points.
6. Prepare an office event administration plan.
7. Prepare a confidentiality awareness poster.
8. Prepare a digital filing system.
9. Carry out a departmental mini-project.
10. Present an office administration enterprise idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Office filing project.
2. Reception and visitor management project.
3. Meeting administration project.
4. Correspondence register project.
5. Office inventory project.
6. Digital filing project.
7. Office ethics and confidentiality project.
8. Event administration support project.
9. Office report writing project.
10. Office administration enterprise plan.
11. Assessment Methods
Assessment should cover knowledge, office conduct, document preparation, filing, reception, meetings, digital administration, confidentiality, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Professional Conduct Assessment
Assess:
1. Punctuality.
2. Neat appearance.
3. Respectful greeting.
4. Proper speech.
5. Listening skills.
6. Obedience to instructions.
7. Calmness under pressure.
8. Respect for supervisors.
9. Workplace discipline.
10. Team spirit.
C. Document and Record Assessment
Assess ability to:
1. Prepare letters.
2. Prepare memos.
3. Prepare notices.
4. Proofread documents.
5. Label files.
6. Arrange files.
7. Complete registers.
8. Retrieve and return files.
9. Prepare reports.
10. Maintain neat records.
D. Reception and Communication Assessment
Assess ability to:
1. Welcome visitors politely.
2. Complete visitor records.
3. Answer phone calls professionally.
4. Take messages accurately.
5. Answer enquiries respectfully.
6. Handle complaints calmly.
7. Escalate matters properly.
8. Protect office security.
9. Speak with grace.
10. Maintain reception order.
E. Meeting and Scheduling Assessment
Assess ability to:
1. Prepare meeting notices.
2. Prepare agendas.
3. Arrange meeting rooms.
4. Record attendance.
5. Write minutes.
6. Identify action points.
7. Prepare schedules.
8. Track tasks.
9. Follow up deadlines.
10. Report progress.
F. Digital Administration Assessment
Assess ability to:
1. Type documents.
2. Save files properly.
3. Name files correctly.
4. Organise folders.
5. Prepare simple spreadsheets.
6. Send professional emails.
7. Attach documents.
8. Protect passwords.
9. Back up files where required.
10. Maintain digital order.
G. Ethics and Confidentiality Assessment
Assess:
1. Confidentiality.
2. Honesty.
3. Refusal to gossip.
4. Proper handling of documents.
5. Truthful records.
6. Respect for boundaries.
7. Reporting mistakes.
8. Protection of office property.
9. Integrity in group work.
10. Respect for authority.
H. Enterprise Assessment
Assess ability to:
1. Identify office administration opportunities.
2. Prepare a simple service description.
3. Identify customers.
4. Estimate basic costs.
5. Explain confidentiality and trust.
6. Prepare a simple enterprise plan.
I. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Professional conduct and communication: 15%.
3. Document preparation and filing: 25%.
4. Reception, meetings and scheduling: 20%.
5. Digital administration and records: 10%.
6. Ethics and confidentiality: 10%.
7. Enterprise planning: 5%.
8. Character and teamwork: 5%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether they are organised, accurate, respectful and ready for greater responsibility.
12. Character Lessons Linked to the Department
Office Administration is a strong department for character formation. It teaches order, humility, confidentiality, accuracy, diligence, service, patience, respect and accountability.
A. Order
Office work must be orderly.
Scripture
1 Corinthians 14:40
“Let all things be done decently and in order.”
Character Lesson
Order prevents confusion and helps the organisation function well.
B. Excellence
Hidden office work matters.
Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Character Lesson
Trainees should serve with excellence, even when their work is not publicly seen.
C. Clear Records
Office information must be made clear.
Scripture
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Character Lesson
Clear records help people understand instructions, decisions and responsibilities.
D. Confidentiality
Private matters must be protected.
Scripture
Proverbs 11:13
“A talebearer revealeth secrets: but he that is of a faithful spirit concealeth the matter.”
Character Lesson
A faithful administrator does not reveal secrets or spread gossip.
E. Diligence
Diligent administrators become valuable.
Scripture
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Character Lesson
Diligence in small office duties can open doors to greater responsibility.
F. Faithfulness
Small tasks reveal character.
Scripture
Luke 16:10
“He that is faithful in that which is least is faithful also in much.”
Character Lesson
Handling files, registers, phone messages and stationery faithfully prepares trainees for bigger assignments.
G. Graceful Speech
Office communication must be respectful.
Scripture
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Character Lesson
An administrator must speak with grace to visitors, staff and supervisors.
H. Preparation
Good administration begins before events happen.
Scripture
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Character Lesson
Preparation prevents disorder and embarrassment.
I. Time Management
Every duty has its time.
Scripture
Ecclesiastes 3:1
“To every thing there is a season, and a time to every purpose under the heaven.”
Character Lesson
Appointments, meetings, reports and deadlines must be managed wisely.
J. Honesty
Office records must be truthful.
Scripture
Ephesians 4:25
“Wherefore putting away lying, speak every man truth with his neighbour.”
Character Lesson
False records and dishonest reports destroy trust.
13. Entrepreneurship Opportunities in Office Administration
Trainees should be taught that office administration skills can create employment and enterprise opportunities. However, administrative enterprise must be built on honesty, confidentiality, accuracy and professional service.
Possible Enterprise Opportunities
1. Typing service.
2. Document formatting service.
3. Filing support service.
4. Reception support service.
5. Visitor registration support.
6. Meeting minutes service.
7. Event administration support.
8. Attendance register preparation.
9. Office record keeping support.
10. Digital filing service.
11. Email support service.
12. Appointment scheduling support.
13. Data entry support.
14. Office inventory support.
15. Report typing service.
16. Application letter support.
17. CV typing support.
18. School office support.
19. Church office support.
20. NGO administrative support.
21. Small business office support.
22. Cooperative records support.
23. Training registration support.
24. Administrative assistant placement service.
25. Youth administrative services cooperative.
Simple Office Administration Enterprise Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Business name.
2. Administrative service offered.
3. Problem being solved.
4. Target customers.
5. Tools needed.
6. Documents or templates needed.
7. Start-up cost.
8. Pricing method.
9. Confidentiality plan.
10. Quality control plan.
11. Marketing method.
12. Record keeping method.
13. Ethical commitment.
14. Training or supervision needed.
15. Mentor or professional support.
Office Administration Business Ethics
Trainees must not:
1. Reveal client information.
2. Falsify records.
3. Create fake documents.
4. Sign documents without authorisation.
5. Steal office supplies.
6. Misuse client documents.
7. Overcharge dishonestly.
8. Delete files without permission.
9. Use client information for gossip.
10. Misrepresent qualifications.
11. Promise services they cannot deliver.
12. Ignore deadlines carelessly.
13. Lose documents and hide it.
14. Alter records without approval.
15. Refuse to correct known mistakes.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Office administration enterprise must be built on honesty, confidentiality, accuracy, order and faithful service.
14. Industrial Attachment Preparation
Before industrial attachment, Office Administration trainees should be prepared for placement in schools, churches, ministries, NGOs, businesses, hotels, hospitals, farms, construction companies, training centres, government offices, cooperatives or supervised administrative units.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Obey office rules.
4. Dress neatly and appropriately.
5. Respect confidentiality.
6. Follow supervisor instructions.
7. Avoid unauthorised access to records.
8. Keep daily attachment logs.
9. Submit weekly reports.
10. Respect staff and visitors.
11. Ask questions politely.
12. Observe before acting.
13. Handle documents responsibly.
14. Report errors early.
15. Avoid gossip about office matters.
16. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Learn office organisation.
2. Improve document preparation.
3. Practise filing.
4. Practise visitor reception.
5. Learn telephone etiquette.
6. Observe meeting administration.
7. Practise record keeping.
8. Learn digital office support.
9. Improve communication with supervisors.
10. Prepare for future office employment or enterprise.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Office or department.
4. Task observed.
5. Task performed under supervision.
6. Documents or tools used.
7. Skill learnt.
8. Confidentiality lesson.
9. Communication lesson.
10. Challenge faced.
11. Question asked.
12. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must work faithfully, respectfully and confidentially, even when Academy trainers are not watching.
15. Expected Competence by Graduation
By graduation, an Office Administration trainee should not be expected to function as a senior administrator. However, the trainee should have strong foundational administrative skills, good office conduct and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain the meaning of office administration.
2. Demonstrate professional office conduct.
3. Arrange an office desk properly.
4. Prepare official letters.
5. Prepare memos.
6. Prepare notices.
7. Proofread documents.
8. Label and arrange files.
9. Complete registers.
10. Retrieve and return files properly.
11. Welcome visitors politely.
12. Answer phone calls professionally.
13. Take messages accurately.
14. Write simple emails.
15. Prepare meeting notices.
16. Prepare agendas.
17. Take simple minutes.
18. Prepare schedules.
19. Prepare simple reports.
20. Maintain confidentiality.
B. Business Competence
The trainee should be able to:
1. Identify office administration enterprise opportunities.
2. Prepare a simple service description.
3. Identify potential customers.
4. Estimate basic start-up costs.
5. Understand confidentiality and trust.
6. Explain the importance of accuracy.
7. Keep simple income and expense records.
8. Prepare an office administration enterprise plan.
9. Work in an administrative support cooperative.
10. Start small under guidance.
C. Character Competence
The trainee should demonstrate:
1. Orderliness.
2. Diligence.
3. Punctuality.
4. Confidentiality.
5. Honesty.
6. Respect.
7. Courtesy.
8. Accuracy.
9. Teachability.
10. Responsibility.
11. Teamwork.
12. Faithfulness.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report errors early.
7. Accept correction.
8. Protect office documents.
9. Protect confidential information.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt with diligence, practised with discipline and served with integrity.
16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Office administration orientation.
2. Professional conduct training.
3. Confidentiality training.
4. Office tools identification.
5. Desk organisation practice.
6. Letter preparation exercise.
7. Memo preparation exercise.
8. Notice preparation exercise.
9. Proofreading exercise.
10. Filing practice.
11. Register preparation exercise.
12. Incoming mail record exercise.
13. Outgoing mail record exercise.
14. Visitor reception role-play.
15. Telephone etiquette practice.
16. Message taking exercise.
17. Email writing exercise.
18. Meeting notice exercise.
19. Agenda preparation exercise.
20. Minute writing exercise.
21. Scheduling exercise.
22. Task management exercise.
23. Inventory record exercise.
24. Maintenance report exercise.
25. Digital filing exercise.
26. Office ethics pledge.
27. Office administration enterprise idea note.
28. Departmental mini-project.
29. Final practical demonstration.
30. Attachment readiness form.
31. Character assessment.
17. Departmental Closing Charge
Office Administration is a sacred and practical field. Through administration, organisations become orderly, records are protected, visitors are served, meetings are organised, decisions are documented and work moves forward.
An administrator may not always stand on the stage, but good administration holds the organisation together. A faithful administrator protects information, respects authority, keeps records, communicates clearly and serves with humility.
The Academy is raising trainees who will not gossip, falsify records, lose files or treat office work carelessly. They must become men and women of order, confidentiality, diligence and faithful service.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Serve with order.
Speak with grace.
Keep records carefully.
Protect confidential information.
Honour supervisors.
Welcome visitors respectfully.
Prepare documents neatly.
Follow up tasks diligently.
Do not gossip.
Do not falsify records.
Let God establish the work of your hands.
