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MAXIMUM MARKS : 30

Note: Answer all questions. Question No. 1 to 3 are long answer
questions. Answers should be given in 800 to 1000 words. Each
question carry 6 marks.

Section —A

MAXIMUM MARKS :18

1. Th BRI A AMYHT T dedd 27 Bl & AfI= Yhrf R 989 dY | 6

What do you mean by an office? Discuss the various functions of an
office.

2. ST § B Ao @ At & =T B | 6

Explain the techniques of work measurement in office.

3. AR A AT FT FASK 27 FaR UfhaT & Ygd =RO11 Bl fordd | 6

What do you understand by 'Communication’. Write the steps in the

process of communication.

SECTION-B

MAXIMUM MARKS :12




Note: Answer all questions. Question No. 4 to 9 are short answer
questions. Answers should be given in 200 to 300 words. Each
question carry 2 marks.

4. TP IO BIgfoiT TaRAT B AMaeIDhARN HT ford | 2

Write the essentials of a good filing system.

5. HRIEd TG & g4 TIE0l 8 P ¥ Tcd Aaed o7 2
What factors will you keep in mind for effective supervision of the office
staff?

6. SMYMe HITSHl H WHeb Td YAl & Hed Bl g D | 2

Describe the importance of data and information in modern organizations.

7. TRYCR TEIIR T4 ATCIIR H F7 3R 57 2

What is difference between computer hardware and software.
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8. TUd Pl H I RPbTe Bl MDY I T&T? 2

How will you maintain record of stationery in an office?

9. WIN WIed & Rigral &l fordd | 2

Write the principles of purchasing stationery.
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