
SUBJECT:BUS-STUDIES

WEEK:1

TOPIC:intriductiontoBusinessStudies

BusinessStudiesisthestudyofthecomponentpartsofbusinessenvironmentsuchasoffice

practice,bookkeeping,keyboarding,commerce,andcomputer.

Importanceofbusinessstudies

1.Itteachesonehowtheofficefunctions

2.Itteachesonehowtokeepaccountandentertransactionsintodifferentbooks

3.Itenablesonetokeepdocumentproperly

4.Ithelpsonetoownandrunabusinessproperly

5.Ithelpowntomanipulatethekeyboard

COMPONENTSOFBUSINESSSTUDIES

i.officepractice

ii.Book-keeping

iii.Commerce

iv.Keepboarding

v.ComputerEducation

CAREEROPPORTUNITIESINBUSINESSSTUDIES

1.Secretary

2.Accountant

3.Bankers

4.Cashier

5.Marketer

WEEK2



TOPIC:OFFICE

Whatisanoffice?

Anofficeisaroom inanorganisationwherepeoplework.Theofficeisthecentreofallactivities

oftheorganisation.Thetypeofworkbeingdoneinanofficeissometimeusedtodescribethe

office.

TYPESOFOFFICE

1.SMALLOFFICE

Asamallofficeisusuallyfoundinsmallorganisationbecauseofthevolumeofactivitiesthere

issmall.

2.LARGEOFFICE

Alargeofficecanbefoundinbigorganisationswithmorethantenworkers.Anexampleoflarge

officeistheBank.

FUNCTIONSOFANOFFICE

a.Givinginformation

b.Receivinginformation

c.Recordinginformation

d.Arranginginformation

e.Processinginformation

f.Storinginformation.

WEEK:3

TOPIC:THEOFFICESTAFF

AClericalstaffisapersonwhoperforsmainlyroutinejobinanoffice.Aclericalstafffilesletters

keeprecordsanddoesotherjobsinanoffice

FUNCTIONSOFACLERICALSTAFF

a.He/shewriteofficialletterstootherorganisation,privateorpublic,asdirectedbyasuperior

b.He/shetreatmailonstaffmatters

c.He/shedespatchesmailwithinandoutsidetheorganisation



d.He/shereceivemailcomingintotheorganisation

e.He/shepostandcollectmailfrom thepstoffice

Gradesofclericalstaff

i.clericalofficer

ii.clericalassistance

iii.seniorclerk

PERSONALQUALITIESOFACLERICALSTAFF

a.Someeducationalbackgroundandbasiceducation

b.Goodappearance

c.Goodhealth

d.Abilitytolistentoinstructioncarefully

e.Beingpolitetopeoplethecomeincontactwith

WEEK4

TOPIC:RIGHTATTITUDETOWORK

Theconceptofwork

workcanbedefineastheactivitiesthatoneengagesintoearnaliving.

Havingtherightattitudemeanstohaveapositivestateofmindatyourwork.You,asan

individual,determineyourattitude;youalonecancandecidetotheextenttogowhenyouare

givenatasktoperfom.

Attributeofpeoplewiththerightattitudetowork

a.punctuality

b.regularityatwork(absenteeism)

c.performingtothebestofyourability

d.hardwork

e.honesty



f.reliability

g.consistency

WEEK:5DEVOTIONTODUTY

Devotionmeanshavingastrongattatchmenttosomeoneorsomething.Devotiontoduty

thereforemeanstheextentofcommitmentapersonshowstohisorherworkordutyinan

organisation

EffectsofdevotiontodutyonproductivityandDevelopment.

Devotionondutyshowsthatworkeris:

1.Committedtotheorganisationthatemployedhim orher

2.Interestinwhattheyhavebeenemployedtodo,andthatanyassignmentgiventothem is

carriedoutpromptly;and

3.Consistentwhenitcomestopunctualityandregularityatwork.

WEEK:6

TOPIC:DEPARTMENTINANOFFICE/ORGANISATION

Meaningofdepartment

Adepartmentisoneofthemanydivisionsorpartsofabigorganisationconcernwitha

particularareaofwork.

Asmallorganisationcanalsobedividedintovariousdepartments,butthenumberof

departmentorstaffisless.Organisationssuchashospita,universities,companies,government

andsoonaredivedintodepartment.

Departmentsinanorganisation

Thetypeofdepartmentinanorganisationdependonthetypeofbusinesstheorganisation

does.Thefollowingaresomeofthedepartmentanorganisationcouldhave:

1.Administrative

2.Accountorfinance

3.sales

4.Personnel



5.Planning

6.Transport.

7.Production.

8.Purchasing

9.Marketing

10.Editorial


