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Q.1. A) Fill up the blanks.                                                                                                       [5] 

 

i. Prioritise  the activities is a technique of ___________. 

                 (Time Management, Work Measurement, Controlling, Scientific Management) 

 

ii. A work standard is a form of _________________. 

      (Work measurement, office communication, office automation, goal setting) 

 

 

iii. The goal of standardization is to ensure uniformity to certain practices within 

the organisation. 

(Standardisation, Automation, work measurement, goal setting) 

 

 

iv. ___________is the technique of work measurement 

     (Making Schedule, Embrace delegation, Organising, Motion Study) 

 

 

v. “S” stands for _____________in the concept of SMART goal. 

                  (Smart, systematic, Specific, Safe 
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B) Match the following         [5] 

1. Authorities and responsibilities      1. Minimisation of fraud 

2. Method Study   2. Goal 

3. Planning                   3. Principle of Organisation 

4. Mechanisation    4. Primary function of management 

5. Measurable    5. Standardised processes and methods  

 

Q.2. Explain the factors selecting office machines                                                              [15] 

 

Q.3. What are the various functions of management?       [15] 

 

Q.4.What are the principles of organizing                                                                           [15] 

                                                                                 

Q.5. Write the advantages and limitations of standardisation                                         [15] 

 

Q.6. What are the principles of time management?                                                           [15] 

 

Q7. Write short notes (Any 3)                                                                                               [15] 

1. Any five recent modes of communication 

2. Any five objectives of office mechanization 

3. Process of organising  

4. Standardisation of office work 

5. Concept of SMART goal 
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 .१. अ)              .                                                    [५] 

1.                य  य     ___________           . 

      (     य      ,            ,   य   ,          य      ) 

2.   य          _________________          . 

      (             ,        य       ,             ,  य य        ) 

3.                                          य                             . 

      (        ,  य         ,            ,  य य        )  

4. ___________            य            

      (   य        ,                  ,  य   ,     अ य  ) 

5. "S"    अ   SMART  य य  य           ____________    . 

      (     ,       ,       ,       ) 
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 )          य        [५] 

1. अ                  य                 1.                 

2.     अ य                             2.  य य 

3.   य                                  3.              

4. य                                     4.  य                   य  

5.     य य  य                           5.           य           

 

Q.2.                 य                                         [१५]                              

Q.3.  य                  य       ?                                [१५]                                        

Q.4.                                                                [१५]                                                                                                                                  

Q.5.               य        य         .                            [१५]                                     

Q.6.      य                  य     ?                              [१५]  

                                        

Q7.            (    य    ३)                                        [१५]                                                      
1.         य      य                    

2.   य   य   य                                

3.              य  

4.   य   य                   

5.        य य            

 

 

 



 

 

 


