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In establishing office procedures specialization is an important
factor, and one which has a distinct bearing on clerical work.

As with any other kind of work, it has the advantage of developing

specialists and experts in particular fields of work. To take a

mundane example, where one person is made responsible for all
outgoing mail that person soon becomes an expert on the various

rates of postage, and after a time can correctly stamp postal

packages without referring to rates of charges at all. Special-

isation helps when it is wished to centralize a service. The

best example of this is the establishment of a typists’ pool,

where the typists concentrate on typing work only. It also pro-

duces a greater volume of work.

Specialisation helps to fix responsibility, for example where one

person is authorized to write orders of a certain kind. It helps

to establish routines, as there is only one particular clerk or

section which performs a certain specialized function. It helps

in grading the jobs in an office, so that a person is a secretary,

shorthand typist, or a copy-typist.

Operations may be made simpler, more accurate, faster and more

efficient, and the performance of work can be made more rhythmic

by specialisation, which also makes it easier to train and engage

people for certain specific jobs; thus a person is engaged as an

accounts clerk, a cashier and so on.

Fraud may be less likely, for example, where one clerk specializes

in the preparation of the pay-roll, another in paying out wages

and so on – there is less likely to be collusion. Uniformity of

practice is assured; thus, in granting credit, a rigid code can

be adhered to more easily.

Disadvantages do exist with specialization, and they should be

quickly recognized. Workers may have only a very limited picture

of the job, and unless a road training programme is in being,

it may not encourage the training of managers with all-round know-

ledge. Because of this narrow vision, there may also be a lack

of judgment and understanding of other departmental affairs. 
