Functions of some Departments
To get an overview of the work done in an organisation, we will focus on the departments in Fig. as many of these departments can be found in other types of organisations as well.

Administration Department

The head of this department is the Administration Manager or the Director of Administration. This is a non-specialist department handling all the activities that provide services for all the other departments.  The following are some of its functions:-

1. It supervises the maintenance of the organisation’s facilities

2. It processes the incoming and outgoing mail

3. It provides reception and messenger services

4. It ensures fire and safety measures are followed in the office.



Personnel / Human Resources Department

The head of this department is the Personnel or human Resource Manager. This specialist department handles all matters relating to the staff. The following are some of its functions:-

1. It advertises for, interviews and appoints staff.

2. It provides for the training and career development of staff.

3. It keeps records of staff particulars and performance

4. It negotiates with the trade unions in the event of disputes or changes in staff policies.

5. It deals with dismissal and retrenchments.

6. It handles compensation and benefits.

Accounts / Finance Department

The head of this department is the Finance Manager or Controller. This specialist department handles all money matter. The following are some of its functions:

1. It keeps track of debtors’ and creditors’ accounts

2. It prepares budget and financial reports

3. It handles the payment of salaries and wages

4. It projects and monitors cash flow

5. It handles the organization’s tax matters

Purchasing Department

The head of this department is the Purchasing Manager or Chief Buyer. This specialist department handles all the buying needs of the organisation. The following are some of its functions:-

1. It sources for the best suppliers

2. It place the orders

3. It ensures delivery dates are kept and purchases arrive on time

4. It is responsible for stock control.

Sales / Marketing Department

The head of this department is the Sales or Marketing Manager. This specialist department handles all the selling aspects. The following are some of its functions:-

1. It forecasts sales and sets targets.

2. It maintains the goodwill of customers through prompt after sale service like repairs and replacements of spare parts

3. It deals with complaints made by customers

4. It manages the sales team and ensures that sales targets are met.

Production Department

The production department is usually the factory. The head of this department is the Production Manager. This specialist department handles the manufacture of the organisation’s products. The following are some of its functions:-

1. It ensures that the machinery is in tip-top condition

2. It carries out inspection and quality control of the good produced

3. It allocates work and components to ensure that completion deadlines are met.

4. It maintains proper stock control to account for supplies purchased 
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