Time: 3.00 Hrs

Instructions:-1. All questions are compulsory
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B.Write the answers in one: »sentence S

1. State two characteristics of a modern office
2. What is office management? :

3. State two purposes of Record management

4. State two.advantages of Horizontal comknumcatmn
5. State two advantages of do“mward eemmunlca:tion

6. State'two limitations of cs“mputer services
7. What is a landscape ofﬁce?%

8. Write any two items:to be mentlbned inpayslip ..
9. Write two names of modern office eqmpment A3

10. Whatis vowel index? -

" 11. State any two-types of leave QO
12. State two features of internal office layout-
Q:2.Solve any two of‘the folldgfing questions
a. Explain'the role of office manager K

b. Explain the duties and responSIblktles of an’ ofﬁce manager

OR

c. Explain the function' of commermal admmlstratlon

d. Explain.the qualltles of an ofﬁce manager

Q.3.Solve any two of the fiillowmg questmns

a. Explain critéria for selection of office equipment

b. Different types of ofﬁce equ1pment
OR
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c. Explain the importance of office equipment =
d. Explain the characteristics of an ideal office mﬁernal la)@it

- v

Q.4.Solve any two of the following qlle@ns _,

‘ ‘:N‘-\

a. What factors are considered while selecting me@ for ofﬁ(;e comm]mncatmn e

b. State the barriers to effective office &mmgﬁﬁon o

- F & 5
c. Explain the medium of office ication. x> X x
d. Explain the advantages of i <
: S i » .

Q.5. Solve any two of the fol : : 5 R
a. Explam Role and .._ ortance of R mmemenk A
b. Explain the charactesa’ﬁ'cs of qu?lformanoﬁ managg{hent systam

OR ?“ 3 ‘. s N
c. Explain the dutre@\}'R t depanﬂhent _gf‘ .V.;:?
d. Explain the metﬁ'ﬁd and | s of magmg,ﬁamve Eﬂes
Py O
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Q. 6. Write a note (any4) = ‘;_f_»;f" o
a. Elements of a Management I@ormatlo:tgystem o)
b. Intra- ﬁ::m method? of comtﬁ.lmcanon i A
= \ ‘:.,_.‘ e L4
c. Diagonal Comg;tﬁmcatloq,}?" . N WY
d. The ideal method of purchasing Q;ﬂice statnghery ord w3
Li of office equipment” o i
e. Limitations-of o ce.€q 1pmetg Fhe 2 5%,
f. Internet usage  ° o~ X e A .
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