
1 
 

RE-ENGINEERING OFFICE ORGANISATION THROUGH 
EFFICIENT WORK ETHICS AND OFFICE CODE OF CONDUCT 

 
 

By  
 

Frank Nwachukwu Ugwoke 
Department of Business Education, 

Federal College of Education, 
Okene.  

 
Abstract 

An office is a very important place in any organization as clerical and 
administrative duties are normally carried out. Structurally, an office may be 
small, large, open or partitioned in form, but what matters most is the 
equipment and functions carried out in such office. A typical Nigerian office 
lacks the attributes and form that can meet international standard. Some 
offices in Nigeria are choked up with obsolete machines, out-dated facilities, 
dusty documents and disorganised files. In information technology era, there 
is a need to re-organise office to meet the challenges of today's office work. 
This paper identified office organization, work ethics and office code of 
conduct, work planning and methods and office organization re-engineering 
through work ethics. It was concluded that there is a need for proper 
organization of personnel and equipment and among other suggestions; 
management of an organization should give office organization a priority 
attention. 
 
Office is a place where duties of clerical nature are carried out. These duties of 

clerical nature are receiving, storing, classifying, recording, sending and retrieving 
information. Binji (2009) maintained that an office is a place set aside for performing 
clerical and administrative duties of an organization. 

 
Structurally, an office may be small, large, open or partitioned in form. It 

depends on the need and financial capacity of the organization. Different facilities and 
equipment are needed in an office to allow for smooth administrative process. If these 
equipment and facilities are not effectively used, there may be a problem in the 
establishment. In many offices in Nigeria, problems of inadequate office equipment and 
facilities are identifiable. However, in some offices, the problem is not availability of 
office equipment, but poor organization and inefficient use of such equipment. Sheila 
(1991) noted that in some organizations, office equipments are getting obsolete and 
they are not used. 

 
Work ethics and office code of conduct help to make an office to be properly 

organized as it is a new approach to effective organization of functions and equipment 
in an office. Work ethics and office code of conduct in the opinion of Thom (1992) are 
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the set standard for the proper conduct of employees of an organization. This gives 
room for harnessing the potentialities of employees of an organization in a logical and 
result oriented manner, for the continued growth of the organization. A typical example 
of work ethics and office code of conduct is Time Regulation System (TRS) which help 
to identify the time employees go to work. 

 
 Some organizations do not keep time regulation equipment and this could 
encourage lateness, redundancy and absenteeism. Some other negative attitudinal 
problems that could have been corrected by work ethics and office code of conduct 
affect office performance. This paper looked at re-engineering office organization 
through efficient work ethics and office code of conduct. 
 
Office Organization 

Following the definition of an office, office organization is the process of 
planning, organizing, controlling of personnel and equipment in such a manner as to 
achieve effective performance in an office. An office is organized according to the 
needs or financial background of an organization. In order to attain effective office 
organization, the competencies or skills of staff should first of all be identified. The 
right staff should be put in the suitable office, so as to ensure smooth flow of functions. 
An office that deals with a lot of documents for instance, should need a person who is 
well groomed in office documentation to occupy the office. 

 
Apart from personnel, office organization also involves proper arrangement of 

files and equipment so that retrieving them will become so easy and more functional. If 
an office is organized in such a form that retrieval of documents becomes difficult, then 
there is a problem. 

There is an obvious change in the way and manner offices are organized in 
Nigeria in recent times. Before year 2000, most offices in Nigeria were organized in a 
stuffy and primitive form. This is a situation where documents and files were dumped 
and not even filed. The poor method, made offices looks filthy and stuffy. This type of 
method made retrieval of information very difficulty leading to loss of documents and 
information. There is a sharp difference as the new trend is to make an office as 
paperless as possible, through the use of computer. Echezona and Okafor (2008) argued 
that office organization in recent times needs more of computer and its accessories than 
wooden equipments and filing cabinets. This further shows that things have changed in 
the conceptualization and organization of today office. 
 
Work Ethics and Office Code of Conducts 

Ethics and code of conduct are variables that are acceptable to an organization 
or civilized society. It is no more the way a person wants it (as an individual) but the 
way the organization wants it (that is generally acceptable). Work ethics and office code 
of conduct help in establishing a standard way of doing things in the office. The type of 
personnel, functions and equipment in an office are clearly defined under work ethics 
and office code of conduct. Moreover, work ethics and office code of conduct help to 
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specify in a precise form the “dos” and "don'ts" in an office. It is what spells out the 
moral and ethical standards expected in a normal office. 

This is because, people are made differently and these differences show in their 
emotions, needs, preferences and approaches to life issues. Work ethics and office code 
of conduct turns out to be the "chisel" that churns off odd behaviour from an employee 
in a given office. This re-fashioning of odd behaviours can come in form of rules, 
regulations, civil service rules or policy statements. A typical example of making staff 
to adapt to work ethics and office code of conduct is the provision of Time Regulation 
Book. The provision will check the excesses of habitual latecomers. Work ethics and 
office code of conduct give limitations to the way office workers should go in carrying 
out office functions. One area that brings about realizing the goal of work ethics and 
office code of conduct is work planning and methods in office. 
 
Work Planning and Methods in Office 

In order to promote work ethics and office code of conduct, there is a need to 
establish a standard way of doing things. There must be an identified hierarchical order 
among the employees. There must also be a stated process of carrying out duties and 
components of each task must be clearly stated in work planning and methods. 

 
Osuala (1984) stressed that work planning and method is a veritable part of 

office organization, which gives room for functionality and productivity. Work 
planning and methods is the careful arrangement and adequate monitoring of the 
internal activities of the organization, so that gaps are not unduly created. Roman 
(1975) in giving credence to work planning and methods earlier stated that, work 
planning and methods equally involves paying attention to details and making sure that 
functions are performed according to plans, in order to achieve the objectives of the 
organization. Therefore, before one could stress on what should be done and what 
should be avoided in an organization in reference to work ethics and office code of 
conducts, an established procedure for carrying out functions must be identified. 
 
Re-engineering Office Organization through Efficient Work Ethics and Office 
Code of Conduct 

Office organization in Nigeria started from a primitive form and continued till 
year 2000. There was a time offices appeared to have become a dumping ground for 
out-dated documents, dusty and disorganized files. That was the period functions in 
offices were carried out manually. During this period, there was poor arrangement of 
files and documents leading to filthy and stuffy offices that became more of an "eye-
sour" than meeting the needs of the organization. 

 
The stress on computer since year 2000, brought about some changes to office 

organization and administration in Nigeria. Introduction of computer has helped to 
reduce the volume of disorganized papers, documents and files in offices. It is 
gratifying to note however, that many offices do not have computers and still operate 
with the old system of manual method of carrying out office functions. Ibezim & 
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Aguomo (2008) observed that in many offices, dusty wooden cabinets are used and in 
some offices rusty metallic cabinets are used, leading to careless filing and low 
productivity. They added that in some offices that are computerized, power failure and 
technical problems diminish the chances of having a sound and hitch free office 
functions. Echezona and Okafor (2008) argued that information management in modern 
times must be handled with every sense of commitment in which creating of standard 
data base could help. 
 

The scenario has posed a big challenge to those who are responsible for 
organizing an office. Re-engineering office organization is very instrumental in 
bringing about functionality and productivity in an office. Office organization re-
engineering involves (a) Re-examination of the available facilities, equipments and files 
(b) Removing obsolete and useless documents/files. (c) Removing obsolete and useless 
machines and equipment (d) Keeping files and documents with the latest technological 
equipments. (e) Up-dating information from time to time. (f) Dropping a guide for 
major tasks or functions (g) Ensuring that there is order and harmony in the office. So, 
it is the careful evaluation of what is available in the office, removal of what might not 
be needed and bringing in modern office technology equipment to boost the chances of 
enhanced productivity. Where does work ethics and office code of conduct come in 
here? 

 
 Work ethics and office code of conduct encourages running an office 
organization with a defined instructional guide. In this, processes, rules and regulations 
are clearly stated. It equally extends to proper job definition, where the limit of 
responsibilities and details of job to be done are stated. Therefore, efficient work ethics 
and office code of conduct is a galvanizing force for order and functionality in the 
office. Papers for instance, will not be dumped or littered carelessly. There is proper 
time and programme management and a system of detecting redundancy is adopted. 
Employees who flout the rules and regulations are penalized so as to serve as deterrent 
to others. Romans (1975) and Thom (1992) share the same opinion that emphasis on 
work ethics and office code of conduct encourages efficiency in the office. As office is 
a place where work of clerical nature is carried out, care must be taken in organizing 
such a place. Ugwoke (2000) noted that office organization needs to reflect the changes 
in global information age propelled by availability of information and communication 
technology facilities. Adoption and application of ICT facilities for office functions 
bring about speedy progress in carrying out office work. Re-engineering office 
organization through efficient work ethics and office code of conduct extend to 
adoption and application of ICT facilities in office, which is the stress on acceptable 
office procedure. Consequently, re-engineering office organization through efficient 
work ethics and office code of conduct promotes sense of commitment, focus and 
increased productivity. 
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Conclusion 
Office as a place where duties of clerical nature are carried out, need special 

attention for functionality. This special attention may be in form of organization of 
personnel and equipment. A dusty office with disorganized papers may appear irritating 
to the officer occupying it. Access to information and communication technology 
facilities has over the year helped to ameliorate the problems of disorderly 
arrangements in the office. However, office organization in Nigeria is still fraught with 
innumerable problems. Office re-engineering through efficient work ethics and office 
code of conduct is a panacea to poor office arrangements and personnel redundancy. It 
does not only make an office look neat, it creates a sense of commitment and 
encourages optimum performance from every employee. 
 
Recommendations 
1. Management in every organization should give office organization a priority 

attention. 
 
2. Files and documents in offices should be properly arranged to encourage easy 

retrieval. 
 
3. Work ethics and office code of conduct should be identified and applied in 

offices. 
 
4. Modern technology equipment should be procured to promote functionality and 

productivity. 
 
5. Office workers should go for training from time to time so as to be more 

focused in office organization re-engineering. 
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