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                                                                                                                DeefOekeâlece Debkeâ : 30  

 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. ,d dk; kZ y;  l s vkidk D; k rk Ri;Z gS \ dk; k Zy; ds fof HkUu iz dk ;k sZ a ij  cgl djsaA    6  

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

office. 

2. dk; kZ y;  esa dk ;Z ek iu dh fof /k; ksa dh  O;k [ ;k djsaA     6  

 Explain the techniques of work measurement in office. 

3. l ap kj  l s vk i D; k l e>rs gS a\ l ap kj  iz fØ; k ds izeq[ k  p j .k ksa dks f y[ ksaA     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. ,d vP Nh Qkbf yax O ;oL Fkk  dh vko' ;drkvk sa dks fy [ k saA    2  

  Write the essentials of a good filing system.  

5. dk; kZ y;  L Vk Q  ds iz Hk koh  i; Z os{k . k gsrq  dk S u ls rRo vk o' ; d gSa\   2  

  What factors will you keep in mind for effective supervision of the office 

staff?  

6.  vk /kq f ud l ax Buk sa esa l ead ,oa lwp uk ds egRo dk  o.kZ u djsaA   2  

  Describe the importance of data and information in modern organizations. 

7.  dEI; wVj  gk MZ os; j ,oa l k ¶Vos; j  esa D; k vUrj  gS \   2  

  What is difference between computer hardware and software.  

8.  ,d dk; kZ y;  esa L Vs'kuj h fj dk MZ dk s vk idS ls cuk ; sa j[ k sax s\   2  

  How will you maintain record of stationery in an office?  

9.  L Vs' kujh  [ k jh nus ds fl )kUrk sa dks fy[ ksaA    2  

  Write the principles of purchasing stationery.   
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