Day & Date Part Subject Name Time Code Marks
Tuesda m Company Law & 10.30 A.M
y Secretarial Practice & To 5311 100

16/10/2018 | Repeater

Office Administration 01.30 P.M

Instructions: Attempt any five questions from the following.

Q.1

Q.2

Q.3

Q.4

Q.5

Q.6

Q.7

a)

b)

a)

b)

What do you mean by “Office — Management”? Discuss the functions of 10

office manager.
Explain the term “Office — Environment”, state the importance of
providing good working Environment to the office staff.

Explain the importance of work-measurement as a tool of Management 10

Control.
What is Security? What is its importance in the Context of Modern
Office?

Write notes on. (Any four)

a)
b)
c)
d)
e)

f)

a)
b)

a)
b)

a)
b)

Safety Arrangements
Interior Decoration
Sanitary Arrangements
Wheel Index

Visible Card Index
Organization Chart

What do you know by office work Simplification?

Explain the functions and working of any four labour saving devices.

What do you understand by the term departmentation? Why it is
necessary to have departmentation in the office.
Explain the advantages of decentralizing office activities.

What are office forms? What are the different types of office forms?
What measures should be taken for control of Consumption of
Stationery?

Write short notes on. (Any four)

a)
b)
c)
d)
e)

Motion Study

Factors Contribution to good working conditions
Use of Computer in office

Flow chart

Quality Control

10

20

10
10

10

10
10
10

20
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Instructions: Attempt any five questions from the following.
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Instructions: Attempt any five questions from the following.
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