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ABSTRACT
WORK MEASUREMENT IN AN OFFICE

The time it takes to accomplish specific units of common
office tasks such as filing, typing, and calculating can be measured,
as can the amount of work that can be accomplished in specified
periods of time. There are various ways of collecting data on the
amount of work performed, such as simple observation method,
container measurement and probability sample techmiques. Work
measurement may provide information that will be helpful in organizing
work, in specifying performance standards, and in evaiuatiog individual
performance. The article is based on a survey of relevant literature.




