
PÉTANQUE BUSINESS SPECIALISTS : OFFICE MANAGEMENT  

GOVERNANCE 

/ COMPLIANCE

MI / KPI

INTERFACING 

PROCESSES

KEY

SUPPORTING 

DOCUMENTS

CONTROL / 

ACCOUNTING

VERSION 

GENERIC
18/09/2008

O
P

E
R

A
T

IO
N

A
L

 F
L

O
W

: 
O

F
F

IC
E

 M
A

N
A

G
E

M
E

N
T

Evaluate The 

Process 

Performance

TO MAINTAIN AN INTERNAL 

ENVIRONMENT THAT WILL 

ENSURE CLIENT 

CONFIDENTIALITY, 

BUSINESS EFFICIENCY AND 

CONTINUITY

Establish The 

Business 

Requirement

Determine What 

Is Needed To Fill 

Gaps

Adjust & Upgrade 

Monitor Office 

Management 

Purpose & Scope

Process Owner

Office Manager

©2004-2008 Pétanque Business Specialists

082 445 2192 / 0861 PTN QUE (786 783) 

www.petanque-c.com

info@petanque-c.com

Role Changer

Decision
One Of 

Many
Event

Process 

End

Customer

e-mail

Meeting

C

Control

  
Check

A
Accounting 

Point

Process Step Differentiator GroupHuman 

Interface

Process 

Owner
hp1825INP

UT

AU

TO

ME

NU

Electronic 

Interface

Interfacing 

Process

Document

Main Activities
Phone

Q Quality 

Control

Timer

Quarterly

Annually

Review The Current 

Environment 

Versus 

Requirement

Internal 

Environment?

Is 

Procurement 

Needed?

Assess Buy 

Option & Acquire

Yes

Procurement

Infrastructure 

& Internal 

Environment

No

Evaluate Service 

Delivery 

Efficiency

Management 

Action List


Action List

Check

Filing & Record 

Keeping?

Review And 

Adjust System 

As Needed

Process 

Management

Management, 

Analysis & 

Improvement

Process 

Management?

Compliance 

Management?

Align With  

Policies, Strategy, 

Business Plan, 

Processes, Docs 

Ensure Current 

Trends Awareness 

And Application In 

Business 

Are There 

Changes?

Conduct Weekly 

Management 

Meeting

Conduct  

Monthly 

Management 

Meeting

Conduct Quarterly 

Strategy & Planning 

Meeting

Conduct Annual 

Shareholders 

And Board 

Meeting

Outcomes 

List

Business 

Plan

Marketing  

Plan

Risk 

Management 

Plan

Audited 

Financials

Quality 

Management 

Policy

Customer 

Charter

Marketing 

Plan

Management 

Responsibility

Management 

Responsibility


Actual Vs.

Plan

MI
Activity 

Status 

QMS Plan / 

BSD
Management

Analysis & 

Improvement

C
Pro-active 

Actioning 

C
Pro-active 

Actioning 

§ Functional Manager / 

Director

§ Managing Director

§ MRQ

§ IT Director

§ Operations Director

§ Marketing Director

Understand The 

Business Plan 

Requirements Iro 

Office 

Management

Office 

Manager

Annual and Quarterly 

Planning

§ Relevant Role 

Players

Annual 

Business Plan 

Is Agreed

Business 

Plan

Business 

Plan

Strategy Strategy

Does It 

Relate To

Office 

Management 

Requirements
Internal 

Environment 

Strategy  

Process 

Manual

Quality 

Management 

Policy

Business 

Plan

Compliancy 

Register and 

Documentation

Risk 

Management 

Plan

Document

Management

Q Planning

Q Outcomes 

Assurance Q Quality 

Management

Q Quality 

Improvement

Q
Internal Standards

Assurance

Requirements 

List

Information 

Technology And 

Communications

HR 

Management

Information 

Technology And 

Communications

HR 

Management

Growth & 

Development

§ Financial Director 

§ IT Director

§ Operations Director

Knowledge 

Management

Alignment 

Quarterly/

Annual

Requirements 

Financial 

Plan

Marketing & 

Sales

Manage 

Marketing & 

Clients

Marketing & 

Client 

Management?

Weekly 

Management

Dashboard 

Monthly 

Management 

Meeting

Outcomes 

List

Performance 

Profile

Dashboard

Risk 

Management 

Plan

C
Pro-active 

Actioning 

Quality 

Management?

Review The QMS 

& Update As 

Needed

QMS QMS

KPI Dashboard

MI Performance 

Dashboard

Marketing Director

Risk 

Management?

Review & Update 

The Risk Plan

Risk Plan In 

BP

Manage & 

Monitor Each 

Risk

Updated Risk 

Plan In BP

MRQ

Emergency 

Management?

Review & Update 

Emergency 

Response Plans

Review 

Mitigations In 

The Risk Plan

Is It

Bad Publicity?

Threat To HSSE?

Loss Of Assets & 

Equipment?

Loss Of Data?

Loss Of Key 

Resources?

Managing Against 

Strategy & BP? 

Monitor Actual 

Performance To 

Plan

Adjust Plan As 

Needed

Business 

Plan

Strategy

KPI Dashboard

Growth & 

Development

Communicate 

Changes To 

Management & 

Staff As 

Appropriate

Is Training 

Needed?

Cost & Schedule 

Training

Update As 

Needed

Are There 

Organisational 

Changes?
No

Effect Changes 

Required

Yes 

Memorandum

Memorandum

Management 

Responsibility

Management 

Responsibility

A
Cash Outflow

Relevant

Functional Manager

Q Compliance 

Management

Is It

Process 

Management?

Compliance 

Management?

Register For 

Compliance

Managing 

Director

A
Cash Outflow

Policy 

Management?

Q Process 

Management

Q Policy 

Management

Business 

Model

Quality 

Management 

Policy

Process 

Management

Updated 

Organogram 

in BP

HR 

Management

Yes

Q Internal Standards

Assurance

No

Monitor & 

Manage 

Compliance

Statutory 

Compliances

Policy 

Compliances

Directive 

Compliances

New 

Registration 

Needed?

No

Evaluate Service 

Delivery 

Efficiency

Management 

Action List


Action List

Check

Q
Internal Standards

Assurance
No

Annual 

Report

STRATEGY ALIGNMENT MONITORING AND SUPPORT EVALUATE PERFORMANCE

Updated Risk 

Plan In BP

Emergency 

Response 

Plan

Updated 

Emergency 

Response Plan

Strategy 

§ Managing Director

§ MRQ

§ IT Director

§ Operations Director

§ Marketing Director

Shareholder 

§ Managing Director

§ MRQ

§ IT Director

§ Operations Director

§ Marketing Director

§ Shareholders

Management 

Responsibility

Yes

Yes

§ Managing Director

§ MRQ

§ IT Director

§ Operations Director

§ Marketing Director

Business Plan Strategy

Office 

Management 

Requirements

Internal 

Environment 

Strategy  

Emergency 

Response Plan
QMS

Requirements 

List
Risk Plan In BP

Customer 

Charter
Marketing Plan

Quality 

Management 

Policy

Compliancy 

Register and 

Documentation

Process Manual

Risk 

Management 

Plan

Financial Plan
Directive 

Compliances

Policy 

Compliances

Statutory 

Compliances
Business Model Dashboard Outcomes List

Performance 

Profile

Management 

Action List Audited 

Financials
Annual Report

BP07

Procurement

Infrastructure 

& Internal 

Environment

Process 

Management

Management, 

Analysis & 

Improvement

Management 

Responsibility

Management

Analysis & 

Improvement

Document

Management

Information 

Technology And 

Communications

HR 

Management

Growth & 

Development

Marketing & 

Sales


Action List

CheckC
Pro-active 

Actioning A
Cash Outflow


Actual Vs.

Plan

MI
Activity 

Status MI Performance 

Dashboard
KPI Dashboard


	Office Management V Generic.vsd
	Page-1


