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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. Purchase of furniture and equipment’s is ------------- function of modern office. (Routine,
Administrative, short term)
2. —mmmmmmmmeee- is the internal arrangement of furniture, equipment’s and seating arrangements etc.
(Location, office environment, Layout)
3. Safety arrangements is a factor affecting on . (office layout, office location, office
environment)
4. Office superintendent works in level in management. (Middle, Top, Bottom)
5. Unequal time requirement is a problem of . (layout, records, workflow)
Q2) Match the pairs [5 X 1=5]
1. Office layout 1. Interpreting
2. Modern Office 2. Proper work standards
3. Thinking skill 3. Municipal Facilities
4. Office workflow 4. Principle of access
5. Office location 5. Communication exchange
Q3) Answer the following (Attempt any two) [2X 15= 30]

1. Explain the administrative and managerial functions of modern office
2. Explain various qualities of office manager?
3. What are the principles of office layout?

Q4) Answer the following (Attempt any 4) [4 X 5=20]

Interpersonal skills of office manager
Duties of office manager.

Sanitary requirements in modern office
Office location

Significance of flow of work
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Q1) RrEar @ 810 [5 X 1= 5]
1. Bieay 3MUT 3YROT TE § IMefoleh ST FRT 3.

(fFafad, gemash, eddrele)

2. FEUTS Wi, 3UhI0T 0T S6& SIS cIaTdT 38,
(FTRATTAA TATA, HTATRINA TATaRT, 3deTd caaTa)

3. QLT yaEAT gl g YROMH FUMRT G 378,

(AT STTYT, FRATAIATT TATA, HIATeAIT JTATaIOT)

4. 3fhg 31efigTe & cHaEUTIATd ERTAX HIH Idd. (3T, ALIH,
Hva)
5. 37GATT dovd WHTUT gY A FHAEAT 3R, (3T AT, SHhaR, HIRAVAIE)
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Q2) Sirgar ST [5 X 1 =5]
1. 37T =TT 1. 3 rgoy

2. 3mYfareh HRAT 2. AT FA Al

3. faar slered 3. HgIRaIfelshT gl

4, FRAYATE 4. YA ded

5. ATeraTd F2ATe 5. AIATT TATeT

Q3) @rellel 3¢k AT (RIUTET le) [2X15= 30]

1. 3Yfaeh HrATedTdel JRIMHRR 0T cFaTAIHIT 1 TISC .

2. SR IIEAYHrT fafaer I TeT?
3. HATIT 3dId T docd HII 3ed?
Q4) fear fogT (ST IR) [4X5= 20]

1. STITEATIRTT TadATadsh ey

2. FIATIT IIEATIHRAT Thelcd.

3. m%ﬁa# FATAITT TITSANAYNTS HTIThd

4. HITIT TATA
5. FRIYARR HAgccd



Progressive Education Society’s
Modern College of Arts, Science & Commerce Ganeshkhind, Pune — 16, NEP 2020 (Autonomous)
End Semester Examination: October 2024



