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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. ----------------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] 

1. Interpersonal skills of office manager 

2. Duties of office manager. 

3. Sanitary requirements in modern office 

4. Office location 

5. Significance of flow of work   
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Q1)                                                                 [5 X 1= 5] 

1.                                              ------------------        .  

            (      ,        ,         ) 

2.  ----------------             ,                                     . 

            (              ,                  ,              ) 

3.                 ________                  घट     .  
 
(             ,                ,                  ) 
 

4.                          ____________                 . (   ,     , 
     ) 
 

5.                      _________             . (           ,     ,         ) 
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Q2)                                                   [5 X 1 =5] 

1.                                            1.           

2.                                           2.                

3.                                           3.                     

4.                                            4.               

5.                                             5.                

Q3)                 (           )                                       [2X15= 30] 

1.                                                   ट    . 

2.                                     ? 

3.                                      ? 

Q4)  ट        (           )                                              [4X5= 20] 

1.                               

2.                           . 

3.                                      

4.              

5.                        
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