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SECTION-A 5 x2=10 MARKS

Answer ALL the questions

1) Office Management
o go0H DB S

2) Organization
HoY

3) Communication
ES5rN8A®

4) Periodical Report
Soesgosss DJHE

5) e- Office
e - SPOPgOOD0

SECTION-B S x S = 25 MARKS

Answer any FIVE of the following questions

6) Explain any five functions of an office
DD D ST OOD DO Yo Tethlole
7) Write any five characteristics of office Planning
ST 0% SO §Oad DTV oF TrOD DHIBoS0B
8) Give Classification of Files
285 S§3SD
9) What are the essentials of a good indexing.




DOV 208 )OR 9IJT D D00 M
10) Explain the barriers to Communication
TN EA® BITTOD dSdosod
11) Explain the Modern filing methods
eORE DOOR T O BOHo
12)What are the Qualities of a Supervisor
DELIE B0 O oD DdBotiod
13)Explain the Forms of Letters
14)SPo 8570 VSdotvod

SECTION-C S xS =25 MARKS

Answer ALL the questions

14) (a) What are various departments of a modern office? Explain.
NG STPEO0D TPOND ddBoOS
(OR)
(b) Describe the functions of an office manager
SO°SO0D ATLTHR DO DSB0B0d
15) (a) Define Office Layout and explain it's Objectives.
SO0 BTET D G0N, OFT IO DHB0Sod
(OR)
(b) State the merits of mechanization of Office.
5O sO0%H ASroSE6e ergro JSdotod
16) (a) Give the classification and arrangements of Files with examples
25 385G SO0 ©DHOED GTTEROS D560
(OR)
(b) Differentiate an Office system from Office Procedure
SOS0% 3598 OO 5°0"§0H |HEBAD HES FTR)
23000
17 (a) Explain the types of Communication
TN EA® S50 DS80oiod
(OR)
(b)Define Report writing and Explain different types of Report writing.
B8R B30 BITID S50 DS8oS0d
18) (a) Explain the guiding principles of Form designing
BN EINEE )T AFSOOND 58005
(OR)
(b) Explain the functions of a Supervisor.
DHEFIEB0R DGO VB0




