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Instructions to the candidates:

1) Question No. 1 and Question No. 6 are compulsory.
2) Solve any 3 (Three) Questions from the remaining Question Nos.2, 3, 4 and 5.
3) Figures to the right indicate full marks.
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Q1) A) Fill in the Blanks (any Five) : [5]
i) The qualifications which a successful office manager should

possess ________.
a) Education and training b) Experience
c) Personal qualities d) All of the above

ii) The essential qualities of an office manager_______
a) Sound judgment b) Professional interest
c) Accounting d) Secretarial services

iii) Why need for time management?
a) Time is limited b) Urgent things
c) Act d) Resource

iv) ________ is refers to assigning specific time slots to activities.
a) Business management b) Time management
c) Production management d) Purchase management

v) A _________ is a device that optically scans images, printed text,
handwriting, or an object.
a) Scanner b) Photo-copying machine
c) Printers d) None of the above

vi) Office automation means the use of ________ systems.
a) Computer b) Software
c) Communication d) Administrative
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B) Match the following. [5]
i) Goal setting a) Core thinking skill
ii) Office Standardisation b) Labour saving
iii) Focusing c) Preliminary planning
iv) Mechanisation d) SMART
v) First step in work measurement e) Ensures greater economy

Q2) Define the term Time Management. Explain the Techniques of Time Management.
[15]

Q3) What is Office Communication? Explain the Significance of Office
Communication. [15]

Q4) What do you mean by Standardisation of Office Work? Explain the Advantages
and Limitations of Standardisation. [15]

Q5) Explain in detail the different types of modern appliances used in the office.[15]

Q6) Write Short Notes (Any Three) : [15]
a) Functions of Office Manager
b) Barriers to Effective Communication
c) Motion Study
d) Disadvantages of Mechanisation
e) Skills Required for an Office Manager
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(_amR>r ê$nm§Va)
doi : 2½ Vmg]                      [EHy$U JwU : 70
gyMZm :- 1) àíZ H«$_m§H$ 1 Am{U 6 A{Zdm ©̀ AmhoV.

2) Cd©[aV àíZ H«$_m§H$ 2, 3, 4 Am{U 5 `m_Yrb H$moUVohr VrZ àíZ gmoS>dm.
3) COdrH$S>rb A§H$ àíZm§Mo nyU© JwU Xe©{dVmV.
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àíZ 1) [aH$må`m OmJm ^am. (H$moUË`mhr nmM) [5]
i) `eñdr H$m`m©b` ì`dñWmnH$mH$S>o ............. nmÌVm AgUo Amdí`H$ Amho.

A) {ejU Am{U à{ejU ~) AZŵ d
H$) d¡̀ {ŠVH$ JwU S>) darb gd©

ii) H$m`m©b` ì`dñWmnH$mMo Amdí`H$ JwU ..............
A) `mo½` {ZU©̀ ~) ì`mdgm{`H$ ñdmañ`
H$) boIm S>) g{Mdr` godm

iii) doi ì`dñWmnZmMr JaO H$m Amho?
A) doi _`m©{XV Amho ~) VmVS>rÀ`m Jmoï>r H$aÊ`mgmR>r
H$) H$m`Xm S>) g§gmYZ

iv) ............ åhUOo CnH«$_m§Zm {d{eï> doi CnbãY H$ê$Z XoUo hmò .
A) ì`dgm` ì`dñWmnZ ~) doioMo ì`dñWmnZ
H$) CËnmXZ ì`dñWmnZ S>) IaoXr ì`dñWmnZ

v) .............. ho Ago CnH$aU Amho Oo à{V_m, _w{ÐV _OHy$a, hñVboIZ qH$dm EImXr dñVw
ñH°$Z H$aVo.
A) ñH°$Za ~) \$moQ>mo H$m°nr H$aUmao _erZ
H$) qàQ>a S>) darbn¡H$s H$mhrhr Zmhr

vi) H$m`m©b` ñd §̀MbrH$aU åhUOo .............. àUmbrMm dmna hmò .
A) g§JUH$ ~) gm°âQ>doAa
H$) g§àofU S>) àemgH$s`
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~) OmoSçm Owidm. [5]

i) Ü ò̀  {ZpíMVr A) _w»` {dMma H$m¡eë`
ii) H$m`m©b` _mZm§H$sH$aU ~) l_ ~MV
iii) bj H|${ÐV H$aUo H$) àmW{_H$ {Z`moOZ
iv) `m§{ÌH$sH$aU S>) SMART Ü ò̀
v) H$m_mÀ`m _moO_mnmMr n{hbr nm`ar B) _moR>r AW©ì`dñWm gw{ZpíMV H$aVo

àíZ 2) doioMo ì`dñWmnZ `m g§koMr ì`»`m gm§JyZ Ë`mMr {d{dY V§Ìo ñnï> H$am. [15]

àíZ 3) H$m`m©b`rZ g§XoedhZ åhUOo H$m`? H$m`m©b`rZ g§XoedhZmMo _hËd ñnï> H$am. [15]

àíZ 4) H$m`m©b`rZ H$m`m©Mo _mZH$sH$aU åhUOo H$m`? _mZH$sH$aUmMo \$m`Xo d _`m©Xm ñnï> H$am.[15]

àíZ 5) H$m`m©b`rZ dmnamVrb AmYw{ZH$ gmYZm§Mo {d{dY àH$ma g{dñVa ñnï> H$am. [15]

àíZ 6) {Q>nm {bhm. (H$moUË¶mhr VrZ) [15]

A) H$m`m©b`rZ ì`dñWmnH$mMr H$m }̀

~) à^mdr g§XoedhZmVrb AS>Wio

H$) JVr Aä`mg

S>) `m§{ÌH$sH$aUmMo VmoQ>o

B) H$m`m©b`rZ ì`dñWmnH$mg Amdí`H$ AgUmar H$m¡eë ò




