
 

Office Skills – Answers 

 

1. Time management is essential for meeting 
project deadlines successfully.   

 

2. She excels at multitasking during busy work 
hours every day.   

 

3. Good problem-solving skills help us overcome 
challenges in projects.   

 

4. I need administrative support to organize the 
upcoming event.   

 

5. Spreadsheet management is crucial for 
tracking our budget and expenses.   
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6. Learning office equipment operation improves 
efficiency in our workplace.   

 

7. Record keeping ensures we have accurate 
information for audits.   

 

8. Proper calendar management helps avoid 
scheduling conflicts for meetings.   

 

9. Effective bookkeeping keeps our financial 
records organized and up-to-date.   

 

10. We need better workflow optimization to 
speed up our processes.   
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