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Instructions to the candidate:
1) All questions are compulsory.
2) Figures to the right indicate full marks.

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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Q1) RepreaT ST 1T [5 X 1=5]
1. TGl § 3Tfeieh RO --emoeooooe I 3T, (SeifeeT, SHATATIRIY, 3TeTehTolle)
2. 37T golae o7 U HTE.

(FRTRAA 3T T, FRTRAT TATH, HTATT aTdTaon)

3. FRITY IITUTIh TRTER 1Y AT, (3T, ALIH, HiAsa)
4. 30T FRAYATOTE A GHEAT 3R.( 3T 6T, haR (Yh1S), HIAYATE)
5. HRATT SIGEATTh FEAT THY FEULeT h1H S dTd.

(&ET, &7, fasmef)



Q2) ST Sfear

1. STl 3aetd Ter 1.faeeryor

2. 3Ty fieh HrdTerg 2. ATieheh shal

3. IR sierey 3. AN 3TAdT
4, T HIAYATE 4 FATG decd
5. AT T 5. HTTRCT gy

Q3) WrelTel 3cc¥ & (HIVTdET Teh)

1. 3T[feTeh SRATOTATCTSl TRITHeRI TTOT SHAEATIhIY hf FISE T
2. AT caETashd fafaer gpor Hiam?

3. A HRvaTETA 35Tl Toe.

Q4) fedT ToIgT (HIoTdE! 2)
1. PRTAT STTEATIHT Theed

2. FYAYATER Hgccd
3. P STGEATIHRIT DIUTCHET 5 HTRAATdcIeh hieTed
4. 3Tefoten AT qTISed
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[5 X 1 =5]

[1 X 10 = 10]

[5 X 2= 10]






