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Field Trip picture quiz

1. What transport did we use on our Field Trip?

= X

2. When you entered the Office Building did you “Sign In”’?

Yes

No

3. What was the name of the Office Business we visited?

4. Tick the pictures of Office machines we saw on our tour.
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5. What was the name of the person who met us for the tour?

Mary

Tom

Olga

6. Tick the Health and Safety signs you saw in the Office.

7. Give an example of good communication you saw in
the Office on our tour.

8. What time did we return to the Training Centre?
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Working in an Office: Unit Summary

« A person working in an Office may be called a Receptionist or an Office
Assistant.

The main role of the Receptionist is to answer and forward incoming phone
calls and direct visitors to the right person or place.

The main role of the Office Assistant is to answer and forward incoming
phone calls and direct visitors to the right person or place. The Office
Assistant is also responsible for general administration.

The Key Steps in Good Telephone Techniques
Listen carefully to the caller
Greet your caller in a friendly manner
Use a friendly tone of voice
Speak clearly
Answer the phone promptly
Explain to the caller what you are going to do

Make sure there is no background noise

Office Administration Skills
1. Sign In

When someone, a visitor or staff member, enters a building they must Register
using the system in place.

2. Photocopier

A Photocopier is a machine that makes copies of documents and other visual
images onto paper, quickly and cheaply.

3. Filing of documents

Ke_eﬁ)(ilng documents in a safe place and being able to find them easily and
quickly.

4. Shredding of documents

Documents are shredded before they are put into waste, to ensure all data is
kept confidential.
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The Office Quiz

1. Tick the titles for staff who work in an Office

O Receptionist O Painter O Office Assitant O Baker

2. What does a Photocopier do?

3. What is very important when you are answering the phone?

O O O O

No background Your hair That you listen

Tone of Voice noise is perfect to the caller

4. What is a filing system that uses letters called?
O a) Aphabetica () b) Numerical

5. What should you always do when you need to empty
the shredder?
O a) Tum it off and unplug it (O b) Put more paper in
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How did you feel about the Working in an Office Unit?

© 0O
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What did you like about this Unit?

What did you not like about this Unit?

-1

Can you think of a question to ask
about this Unit?

)

What would you like to remember about
this Unit?

e#
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Group Activity

We are going to practice all of the new skills we have learned in this Module,
Working in an Office.

Each Role-play will include examples of:

Unit 1: Customer Service

Unit 2: Communication Skills for Work

Unit 3: Health and Safety at Work

Unit 4: Hygiene Standards

Unit 5: Teamwork

Unit 6: Planning and Organisation Skills for Work

Unit 7: Working in an Office
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Role play 2

Role play 3

Role play 4

Role play 5
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Guest Speaker

Working in an Office, sharing the experience

Group discussion:

1. What do we want to know about what it’s like to work in an Office?
2. Prepare and suggest questions for our Guest Speaker.
3. Agree a list of questions with the group.

4. Agree who will ask each question.

Note
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Guest Speaker’s Name:

Job Title:

Name of their Company:

My Questions:

What | liked

What | learned
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Your questions answered

Q. 1. If  am unsure about something in work, what should | do?

A. Always ask another member of staff or your supervisor if you are unsure about
something or need some advice on a work matter.

Q. 2. There is a lot to do with this job. How will | know how to do everything?

A. When you start work you will do some ‘On The Job Training’. This will help you get
to know more about the tasks you have to do. You will also be able to ask as many
guestions as you need to!

Q. 3. If l am finding it difficult to settle in, who should | speak to?

A. When you start a new job it takes some time to settle in, this is something that
everyone experiences. You can always speak with your Supervisor or someone at
home if you would prefer about any concerns or worries you have. It is important
to give yourself and your new job some time but there will always be someone to
speak to, who can help and support you.

Q. 4. Who should | speak to if | would like to do more training for my job?

A. If you would like to do more training, for a particular part of your job, for example, in
Telephone Techniques, speak with your supervisor or job support person and they
will be able to organise some additional training for you.
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Group Activity:
Unit Summaries’

Unit Summaries’ discussion and
viewing of recorded Role plays.
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Job seeking guidance: Guest speaker

What | liked

What | learned

Job Seeking Action Plan:
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Unit 1: Customer Service

£ 6

Unit 3: Health and Safety at Work

Unit 5: Teamwork

Unit 7: Working in an Office

Module Completion Date:
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Unit 2: Communication Skills
for Work

Ch & gt

Unit 4: Hygiene Standards
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Unit 6: Planning and Organisation
Skills for Work

E f

Group Activity

Working in small groups or pairs,
prepare a small presentation or poster
on the content of one of the ‘Working in
an Office’ Units. Each small group or
pair will share their experience with the

group.

Tutor Signature:
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