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Note:

Long Answer Questions. Answer should be given in 800 to 1000 words.
Answer all questions. All questions are compulsory.

Section — A
Jos - 3 sftpam 3l ¢ 18

Maximum Marks: 18

1. Explain the basic concept of modern office organization?
AMEH BT FT6d & ol RISl &I qui HIFTY |
2. Explain filling system.
BrsfeiT Ugid dRgar BIfiy |
3. What is work measurement?
B B AT FIT 7 2

Section — B

(@ve — 9)
Note: Short Answer Questions. Answer should be given in 200 to 300 words each.
Answer all questions. All questions are compulsory.

4. Explain the importance of good office environment?
TS HIATT ATART B FEAT BT q0AT B |

5. Describe the modern system of purchase of stationary in the office.
BRI H WA I B MYFH ugfa &1 auie o dierd fewoh

ferfeg |
6. Tools of filling.
BISfl T & SUBRT |
7. Office organization and management
BT FTSH UaH Teer?
8. Explain the significance of modern office in a business?
IR # MYHPH HATed HI Ag<d 9N |
9. What do you mean by effective communication?
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