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Marks - 100

Instructions : 1) Attempt any Five questions the following

Q.1

Q.2

Q.3

Q.4

Q.5

Q.6

Q.7

a.

b.

Discuss the scope and importance of office manager.

State the advantages and disadvantages of Centralisation of office functions.

Explain the term “Office - Environment” state the importance of providing
good working Enviornment to the office staff.

How incoming and outgoing funds in a modern office are handled?
Describe the term measurement of efficiency.

What do you understand by office work simplification?

Write notes on (Any Four)

Reception room

Ward-robe facilities

Air-Conditioning

Tape and wire-records

D And M Division

Shipping system and procedure

Describe the functions and working of any three lobour saving device
used in the office.

Discuss the principles of record keeping.

What are office forms? What are its different types?

What is filing routine? Describe the different steps involved in filing routine.

Write notes on (Any Four)
Motion Study

Flow Chart

Control Chart
Organisation Chart
Interior decoration

Colour Conditioning
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