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PART I—ORGANIZING
YOUR OFFICE

Making Work Profitable

INTELLIGENL‘ I alone, in the direction of

lubor, makes 1t profituble, dignified or noble.
That intelligence which dircets it may be either
your own ot that of others; to the extent that it is
yours, you will get the full value that is produced
by both your labor and your intelligence, To the
extent that 1t is the intelligence of others which
direcls your labor, you must share with the others
the value of what is produced.

Do not confound Inbor divected by intellizence
with expert or skilled lubor, which may be per-
formed in a wastelnl, unintelligent and perfune-
tory way. Expert or skilled labor, when working
on the separate units of a large structure, cron a
large orgamzation, must be directed by o super-
vising intelligenee, in order that the separate
units may be brought each into its proper place,
with aslittle indirection or loss of effort as possible.

Intelligent labor, or intelligent direction or or-
ganization of labor, is that which enables you or
athers to produce greater results with less or at
least the same amount of labor.
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OFFICE FUNCTIONS AND
DEPARTMENTS

By William E. Wilson
Conenlting Accodptant

HATEVER wour business, your offiec forms a

unified division, independent of the other divi-
sions and yet working in close relation with them be-
cause it handles their trapsactions. Its organization
must be suech as to promote the greatest aeemracy and
dispateh In the operation. Yet this very unity and in-
dependence of organization is hard fo atlain and must
be constantly watched because the work of the office so
frequently overlaps the activities of both the preduction
and sales departments.

The fOrst thought that arises in connection with any
orpanization is that it must have a controlling head over
the work and the workers within its jurisdietion. Such
a head the office has, usually called the office manacer.
He 1s the employer of all the offiee labor, has diseiplinary
control over it, and supervision of the work done by it.

This docs not mean that the office manager is the
superior and ‘“boss"™ of all the individuals within the
foar walls of the office. There are certain officials whose
work necessitates their presence in the offiee who are
nevertheless either independent exeeutives direetly nunder
the general manager and, therefore, of eo-wrdinate rank
with the office manager, or who belong to one of the
other departments of the business. Thus, the purchas-



