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The overall objective of all management practices is to get work done efficiently, at the lowest cost, in the best manner possible, using selected and trained personnel and machinery. Absolute best results cannot be achieved without the full effort of skilled employees with the best office equipment and a good harmonious office environment. Effectiveness in the successful execution of office tasks lies in the selection and use of office space. The facilities provided to do the work help to do the work in the best way. Office space is a prime factor for successful business execution. It is also clear that it does not come easily. When deciding on the suitability of a building, the manager should prepare a thorough checklist of requirements. Naturally, each business organization, department, and office has its own unique needs. Priority levels are assigned once the checklist is prepared. Discussing what is important, wanted, and useful with subordinates helps everyone get a sense of ownership while also demonstrating and confirming priority levels.
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1. Introduction

An building should be planned based on present and future needs. By doing this, one can take full advantage of the location. Own building shows the prestige of the company (1). This shows the credit solvency of the company and creates goodwill about it among customers (2). A native building does not provide a fixed address. Often, the location is not transferable (3). Owning a building involves a lot of investment that is not achievable by small and medium-sized enterprises (4). High maintenance costs and taxes become a burden for the company owner (5). Relocation is easy and the building can be moved anywhere. It is easy to relocate according to the changing situation. Elasticity is seen in the arrangement of the contraction element (6). Provisions should be made for future expansion. According to the nature and needs of the company, he should decide the ways that suit his needs (7). The shape of the office building is considered important. The shape of the building may be square or rectangular, narrow, long, or vertical or horizontal (8). These make good use of the office building. It helps to increase the efficiency of employees. Their walking area is just right (9). Adequate lighting and ventilation are important for an office building. Providing air and light to the space of the office building will reduce the physical and mental stress of the employees (10). It also increases employee discipline. Doors, windows, and ventilators should be provided in the required number and at the required locations. It helps to get good ventilation (11). The building should be facing south-east, south-west, east, or west to allow enough natural light to enter. Modern business does not only depend on employees and tools (12), but also on how they are properly arranged. In modern offices, interior arrangements are made according to office systems and organizational structure (13). The size, shape, and number of departments, corridors, and other arrangements of the office will be determined by the layout of the departments (14). Departments can also be located on the same site. Customer and employee comfort plays a major role in office space (15). Sales and finance departments are frequently visited by customers and should be located within easy reach. Tea rooms, washrooms, storage rooms, and water facilities (16) should be set up at appropriate places. Electric hoists should be installed where necessary for the convenience of visitors and staff. Cost also plays an important role in choosing an office building (17). The cost of office space is determined by the area where it is located, its size, and its interior arrangements. Management should try to strike a balance between the total needs of the organization and the costs involved (18, 19). However, the cost of space should be within the scope of the company’s operations. At the same time, efficiency should not be sacrificed for cost savings (20).

Other factors to be considered include flexibility in space to meet changing business needs, ease of fitting out equipment and machinery, safety of machinery and equipment, and safety of personnel. Layout is the arrangement of furniture and equipment on the available floor space (21). An important task in office management is preparing an office layout plan. By organizing all the natural elements that can be present in an office, make full use of the floor space and make these sections an efficient, attractive space that provides maximum energy and coordination (22, 23). This is the office layout. Organizational departments, personnel, and office equipment should be properly arranged so that the office space can be fully and profitably utilized (24). Office layout can also be said to be the planning of office space because the emphasis is on making full use of the limited resources available in an office setting (25). The objectives to consider while planning the office layout should be achievable through the best layout (26). This is the job of an office manager. These objectives should be properly defined by the office manager. Only then will this arrangement yield its maximum potential (27). Before deciding on the space layout, the office manager should prepare a pre-model of the office space layout (28). Make a model depicting staff, tools, and household items with some colored pieces of paper ensure seamless work adhesion. Only then will the work be carried out smoothly and in a proper manner (29, 30). Complete space utilization should be ensured. It should provide complete monitoring with minimal effort. Only then will discipline be maintained. It should facilitate the free movement of office workers (31). Workers should have easy access to machinery to create better environment for office workers (32). Only then will it not produce too much output. The workers engaged in hard work should be allotted separate places (33).



2. Related works

Workflow should be smooth and uninterrupted. Whether the office layout is linear, circular, or “ru” shaped, the flow of personnel, and paper (files) should be minimal (34). Flooring should, as far as possible, be free of obstructions such as bollards to facilitate unhindered movement, viewing, and observation (35). A dynamic monitoring theory should enable spatial monitoring of the system as a whole. The flexibility principle should be designed to accommodate office layout changes (36) because the business will not stay the same. In large organizations, it becomes necessary to ensure the integrity and discipline of employees (37) because they belong to a social group. A properly designed layout will surely enrich their movement (38). It is essential that the layout is balanced and pleasing to the mind. Equalization can bring accountability. An attractive appearance attracts customers and creates a high level of goodwill toward the company (39). Floor space should be fully utilized. Only then will the cost come down. However, each employee should have a limited amount of space. Only then can we upskill them to keep them in a healthy state of mind (40). The space provided for tools and files should be easily accessible and easy to handle by the employee. Tools should be arranged in such a way that employees can easily reach them without wasting their time (41). Desks should be set up exactly as per existing standards. It is true that monitoring is easier than setting up the office effectively. A good lighting principle is to ensure that natural light comes in as much as possible while setting up the space. Some jobs may require good lighting (42). A place for such work should be set up near windows. Ventilation plays an important role in space organization (43). In spaces where men and women work together, setting the ventilation to everyone’s preference is a bit more complicated. Everyone’s preference should be considered. Leave a minimum of running space between each table row (44). Its width depends on the number of tools and tables. A complete office layout can be achieved by integrating the above principles. The ultimate goal is to efficiently coordinate personnel, tools, and machinery (45).

A systems approach begins by examining an organization’s document flow and verbal communication. When these two movements are fully identified and described, it can be concluded that the office space is moving with message flow and complete efficiency. One of these systems is the open office. The same is explained in the following section (46). If it is decided that it is an open office, employees are provided with work space in a large room or a long hall. All sections and departments are provided separately in the same arena with small partitions and shelves if necessary. These refer to each of the sections or departments. In any case, separate rooms should be reserved for some important officials (47) because their work requires dedication and concentration. An open office is an arrangement where all employees work in one long room according to their divisions. They are monitored by responsible officers.



3. Proposed model

Large companies that traditionally operated in centralized layouts are now setting up branches all over the country. Doing so gives them advantages in terms of proximity to raw materials, regional markets, and economics in transportation. Smaller firms benefit from factors such as ease of administration and close labor-management relationships. Most prefer to move the office from urban proximity to suburbs. The reasons are as follows:


•High cost: The cost per square foot of office space in urban areas is very high.

•Greater proximity: As urban areas become more crowded, there is a greater demand for smaller spaces.

•Better transport and communication facilities: Office buildings in suburbs benefit from modern transport facilities and communication developments.

•Change in industrial activities: As factories move from urban to suburban areas to rural areas, their offices along with some production units are moved to suburban areas.



Once the location of the office has been determined, the building needs to be decided. The building should be the right size and shape to meet all the needs of the company. The scope of this authority should be expandable from time to time as per requirements. The building may be owned, leased, or rented. After deciding whether the office is to be located in the city or in the suburbs, the following factors should be considered in selecting the office building. An open office is economical because rents are higher in big cities. It is economical as it avoids partition and partition walls encroachment of space in an open office. Open office offers good work and better supervision. As the worker comes under direct supervision, it becomes easier to establish better coordination at work. Changes can be made to the layout without any difficulty. This makes it easier to move equipment and fixtures. Communication is better in an open office than in a separate office because, in an open office, employees do not face the communication barrier caused by walls or doors. It only takes a few steps for an employee to move from one location to another to provide consultation, advice, and processes. Thus, it can work in a well-balanced manner. Centralizing stationery and files in an open office is easy, economical, and efficient. It becomes possible to use office equipment such as calculators, telephones, and xerox machines together. This results in full utilization of equipment and savings. Open office economizes on fixed and operating costs such as electricity, refrigeration, air conditioning, and heating. An office with an active appearance is as much an advertisement for the organization as possible. It provides more satisfaction to the customers at no extra cost. It also adds to the organization and output of work as employees also share in the company’s pride. Open offices ensure good lighting and ventilation. This makes the office a healthy place to work.

An open office operates on the basis of democracy. In view of all grade employees, experienced employees have to protect their position with skill and character. An open office is easy to decorate because the employees themselves participate in decorating and make the office a peaceful place to work. Confidentiality cannot always be maintained in an open office because all the work is done before the eyes of all the workers. Open offices can present an untidy, unattractive, and unbusiness-like appearance if not properly maintained. This affects the efficiency and effectiveness of office workers. A large open office is characterized by a non-binding environment. This creates many problems for the management as each employee has only a small attachment to his place of work.

A variety of noises can reduce employee efficiency. The main culprit is the phone itself. Lighting, heating, and cooling differ from each other. An open office ignores these and leads to employee misunderstandings.


•Availability of transport facilities: There should be transport facilities for the employees and customers working in the office. This will help in the smooth functioning of the company. Proximity to railway station, bus stand, or airport is helpful for businesses.

•Availability of various service facilities: If there are service facilities like banks, insurance companies, post offices, transport offices, retail shops, and restaurants, the office workers will put their full effort into the work and help the company to grow.

•Availability of communication with other departments: If all the departments of the company are in the same premises, it is convenient if the office is also in the same premises.

•Good environmental conditions: A good and healthy environment is essential for an office. It should be realized that factors such as noise, fumes, and proximity affect the efficiency of workers.

•Local location: If the office is located in the same place where the business is located, there is an opportunity to provide services to the customer with a good reputation. In recent times, the increase in communication and transport facilities has led to a departure from the practice of localizing the office.

•Acquiring required space: It is becoming increasingly rare to find minimally needed office space in a particular area. This is the main obstacle to choosing the location.



A large open office is not conducive to employee hygiene if it is not hygienically oriented. Infectious diseases are easily spread from one person to another. This is because of the lack of ventilation and the overcrowding of workers in one place. Changes in layout create an open plan office. This primarily affects the discipline of the working group. A group of employees in a close-knit small office feel their cohesion eroding. Employers are frugal in the use of lighting, air conditioners, and refrigerators by seating all workers close together and allowing shared use of work machines. This constitutes a drawback. Organizations with a high concentration of middle management employ employees in a four-sided closed-form layout, or they are divided by dividing blocks that may or may not touch the apex. Each block has a desk, computer, printer, and personal telephone facility. An individual worker sits on a block. Or sometimes two or three workers occupy a block. Incubator offices have a large number of employees. They may or may not be related to an organization. They are provided with “hot desk” facility. This involves two or more employees sharing the same office space several times a day, or even days a week. A large number of people make the most of the office space provided through the incubator and “hot desk” arrangement. Another modern development is the short-term rental of offices. These are available for daily rent, monthly lease, or for longer periods. Short-term rental rooms are fully equipped with office facilities, internet, and fax machines. It also includes assistants and voice messaging. These are ideal for small businesses and traveling executives. Virtual offices are a variation of short-term offices. Through these, the business people establish the business from home and participate in everything to realize the existence of the special business and provide responsive service.



4. Comparative analysis

The proposed Workforce and Organization Management (WOM) has compared with the existing Human-Inspired Smart Management (HISM), AUTO-Encoder based Neural-Network (AUTO-NN), Mediating Effects of Job Satisfaction (MFJS), and Protocol-Based Local Networks (PBLN).


4.1. Decoration management

Decorations with good color enhance the look of the room and the minds of those who work in it become active. Vivid and vibrant colors create a pleasant atmosphere and help to do good work. Rooms that receive good sunlight should be decorated with neutral colors. Curtains add more pride to an office. It creates a pleasant atmosphere that usually applies to officers’ quarters and the curtains absorb noise. The color of the curtain blends with the wall color and sometimes creates a different living environment in the room. The decoration management is shown in Figure 1.
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FIGURE 1
Decoration management.




4.2. Noise management

Noise affects the productivity of an average office worker. Experiments show that the less noise there is, the fewer errors there are in the task. As the quantity of work increases, so does its quality. Employees are also healthy. The issue of noise reduction is an easy task for every office manager. However, it needs to be given due attention. Most of the noise in the office is out of control, but it is worth investigating and making efforts to reduce it. The noise management is shown in Figure 2.
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FIGURE 2
Noise management.




4.3. Environment management

Noise reduction is the first step to be taken when choosing an office building. It is good that the office building is some distance from the road. Otherwise, the trees should be separated. Air-conditioned offices located in the city prevent noise pollution. It is the responsibility of the office manager to control the internal noise problem. Noisy sectors should be segregated. It requires good planning for the building. Noise in an office is amplified by polished and hard floors, the occasional ringing of telephones, whirring machines, conversations, footsteps, and doors opening and closing. The environment management is shown in Figure 3.
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FIGURE 3
Environment management.




4.4. Ventilation management

This is a popular problem as unventilated offices are hot and stuffy. As a result, the workers are likely to experience problems such as fatigue and burnout. Hence, the work is done slowly and without precision. The main requirement of good ventilation is to relieve fatigue without creating grip due to constant ventilation. In addition to access through windows, they increase through openings in roofs, and internal openings in exterior walls. Artificial ventilation is available through fans and coolers. Office layout should be clean and tidy. An unsanitary office affects pleasant work and employee health. The ventilation management is shown in Figure 4.
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FIGURE 4
Ventilation management.





5. Conclusion

An office should have adequate fire protection devices. Some precautions should be taken to protect against fire hazards. People should behave appropriately when given the right circumstances. They take pride in keeping the place in good shape. If we involve the employees in the ongoing events while designing the office environments, space layouts, and facilities, it is ensured that they will maintain them in good order and clean. As a result, employees perform their tasks as a team with enthusiasm, engagement, and mental focus, creating mutual benefit for management and employees.
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