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Note: 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)
a)

b)

What is an office? Describe the scope of functions of office manager.
What are the aims and objectives in management of information in an
office.

What are different approaches in relation to office cabins and reception
rooms?
Explain different factors influencing the office location.

Describe the functions and working of any three electronic devices used
in the office.
What is meant by office work simplification?

Write short notes on-(Any four)
O &M division.

Mail messenger service.

Air conditioning.

Office manual.

Visible card index

Sanitary Arrangements.

What is office environment? State importance of providing good working
conditions to office staff.
How are incoming and outgoing funds handled in a modern office?

What are the advantages and disadvantages of centralization of office
functions?

Explain importance of work measurement as a tool of management
control.

Write notes on (Any four)

Safety arrangements
Office manual

Shipping system
Pay-roll system

Tape and wire —records
Office work
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