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Q1) fill in the blanks               [5 X 1= 5] 

1. Staffing is -------------function of modern office.(Routine, Managerial, short term) 

2. Interior decoration is a factor of ________.(office layout, office location, office environment) 

3. Office manager works in _____________level in management.(Middle, Top, Bottom) 

4. Improper work standards is a problem of _________.(layout, records, workflow) 

5. Office manager works as _________________head of organisation. 

(Organisation, section, departmental) 

 

Q2) Match the pairs                                                             [5 X 1 =5]                                                            

1. Office layout                                         1.Analysing 

2. Modern Office                                      2. logical Sequence  

3. Thinking skill                                       3.Staff Availability 

4. Office workflow                                   4.Principle of suitability  

5. Office location                                      5.Information center 

 

Q3) Answer the following (Attempt any One)                                                                      [1 X 10 = 10]                                                                                      

1. Explain the administrative and managerial funtions of modern office 

2. Explain various qualities of office manager? 

3. What are the problems of smooth flow of work? 

Q4) Answer the following (Attempt any 2)                                    [5 X 2= 10] 

1. Duties of office manager. 

2.  Significance of flow of work 

3. Any 5 interpersonal skills of office manager  

4. Characteristics of modern office.  
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Q2)                                                                      [5 X 1 =5] 

1.                                             1.        

2.                                                                      2.           

3.                                                                          3.                

4.                                            4.                

5.                                                                          5.            

 

Q3)                (        ए )                                                                                   [1 X 10 = 10] 

1.                                                         

2.                                   ? 

3.                                . 

 

Q4)           (        2)                                                                                                   [5 X 2= 10] 

1.                           . 

2.                   

3.                             5                    

4.                           . 

***** 

 

 

 

 



 

4 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


