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[l Company Law, Secretarial | 11.00 AM
Fresh Practice and Office To 5311 100
Repeater Administration 02.00 PM

Wednesday
11/04/2018

Instructions: 1) Attempt any five questions from the following

Q.1 a) What do you understand by “Office-Management”? Discuss the functions 10
of an office — Manager.

b) State the advantages and disadvantages of decentralization of office 10
functions.

Q.2 a) What are the factors influencing location of office? 10

b) Explain the term “Office Environment” state the importance of providing 10

good working condition environment to the office staff.

Q.3 a) Explain the importance of work measurement as a tool of Management 10
Control.
b) What do you understand by office-work simplification?

Q.4 Write notes on (Any Four) 20
a) Safety Arrangements
b) Office Manual
c) Visible Card Index
d) Reception Room
e) Wheel Index
f) Sanitary Arrangements

Q.5 a) Explain the terms authority, responsibility and accountability in the 10
context of office management.

b) What are office forms? What are its different types? 10

Q.6 a) What is security? What is its importance in the context of modern office? 10

b) What is filling routing? State the different steps involved in filing routine. 10

Q.7 Write Short Notes on any four 20

a) Payroll Systems

b) Mailing Department

c) Time and Motion Study

d) Coin Handling machine

e) Use of Computers in the office
f) Ward-robe facilities
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