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OFFICE MANAGEMENT
(New 2008 Pattern)
Time : 3 Hours] [Max. Marks : 80

Instructions :
(1) All questions are compulsory.
(2) Figures to the right indicate full marks.

Q.1) Answer the following in 20 words each : (Any Ten) [20]
(1) What do you mean by Modern Office ?
(2) What do you mean by Office Layout ?
(3) Define the term Office System.
(4) What do you mean by Job Analysis ?
(5) Define the term Scheduling.
(6) What do you mean by Records Management ?
(7)  Define Communication.
(8) What do you mean by Promotion of Employees ?
(90 What do you mean by Control of Forms ?
(10) What is Office Automation ?
(11) Define Office Services.
(12) What do you mean by Minutes ?
(13) What do you mean by LAN ?
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Q.2) Answer the following in 50 words each : (Any Two) [10]

(1) Explain elements of Office Management.
(2) Discuss objectives of Flow of Office Work.
(3) Explain types of Meetings.
(4) Explain importance of Courier Services.
Q.3) Answer the following in 150 words each : (Any Two) [20]
(1) Explain in detail various methods of Filing.
(2) Explain various methods of Job Analysis.
(3) Explain procedure of Forms Control.
(4) What are different modern appliances useful for Modern Office ?
Q.4) Answer the following in 300 words each : (Any Two) [30]
(1) What are the characteristics and functions of Modern Office ?
Explain.
(2) What are the elements of Office Communication ? Explain
significance and barriers to effective communication.
(3) What is Training ? What are the advantages to Employer,
Employee and Society ?
(4 (@ What are the Duties of Secretary ?

(b) Prepare specimen of the following :
(i)  Notice
(i)  Agenda of the Meeting
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Q??T :
(1) Td 997 FiSravr 3MqeqF® 3MTE.
(2) ISAIBSIT 37F FoArd qUl 0T FIfaara.
(3) FIWI@ISt ez TSI FITUrAHT UgTdl,
7.1) Tl 99t R0 FId A 68T : (HIUTAEr &T) [20]
(1) 3“%7?% AT BUST BT 9
(2) FHEET TAT B/ S 9
(3) A FEVOMC a1 Farar T foTal.
(4) @ faedwor BUS HE 9
(5) HEAAE B dAITF IT Ol AEHT [oTEl.
(6) HiEH O BN HE 7
(7) WEAOT AU A9t AEET TTEl.
(8) IR T FEUTS H1T 7
(9) vyux TE=orT w|US I 9
(10) P WIAAATEOT BN B ?
(11) FEIEAT FaT I7 Gl AEAT (oTET.
(12) sfagm =oet &= 9
(13) ‘LAN’ =l S ¢
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7.2) T Gl $o TeFid 3% (&7 : (HIUEt F) [10]

(1) FEANT TGAEEAT 9¢h We 6.
(2) FEYAERN ILA T HA.
(3) wwi" [y ger o< .

(4) FIER FqE "2 @@

9.3) T FAET 340 eEd IAY [(Tar : (HIUAEt ) [20]
(1) T iy dsdl W &4
(2) W Tawvomr g ggdt T S,

(3) vox fE=oTE eEuEdl T w9

(4) IMMF FE@AE ITINT TSR 3MEIF T HIOTAr

q.4) TN WAl 300 TsRid I o187 : (FIoTddt qie) [30]

(1) MHE FEEEET $E T IR HO o T B

(2) TAOATT 9¢F TRE AU AET T HoA THAET AN
S T

(3) WIRMTT U BT ¢ HITH, HIFIR IMMOT FATS ATAT FTEAOTATA
UK BEE HOW d T H4.

(4) (31 HEASE FraAEr HAH BOAT 9

(T) T BEGIAT THAT TR B -
(i) o= a1
(i) TH HEHH GRS
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