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[Time : 2'/z Hours]
Instructiotts to the cnndidntts:

l) Questian" No. I tnd 6 are compulso4t.

2) Answer any three questiousfronrQ. No.2 to g. No. 5.

3) k'igures ta the ilght inrlicate.full murks.

l&f*r" Mtrks: 7t)l

Ql) A) Fill up the blanks :( Any 5)

i) In SMART Goals A stands for
a) r\chievable

b) Attainable

c) Attractive
ii) The essential qualities ol'an Offlce Manager

a) Sound Judgment

b) Accounting

c) Secretarial Services

iii) Aims and Objectives of the organization are given in Oifice

v)

a) Prospectus

b) Manuai

c) Letter

_Report are made to describe and access progress ntak.e

during a parlicular year'.

a) '['echnical

h) Progress

c) Examination

W\\'!V stands j'or_.
a) World Wide Web

b) Web Wonder World
c) With World web

UPS stanrls for'_.
a) Unified Printing Services
b) Unused Power SupplSi
c) Uninterrupted Power Supply
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B) Match the Following

i) Time Management 3{) Scan lmage

ii) Typewriter d) Create time log

iii) Eye-Contact c) Preliminary Planning

iv) Office Standardization 6) Office Automation

v) Scanner {) Presentation Skill

Q.2) Explain in detail role and f'unctions of an Office Manager

Q.3) What is Otfice Communication? Explain the importance of Ot'fice

Communication.

Q.4) What is Tinre Management? Define the various techniques of-Time

Management.

Q.5) Explain advantages and disadvantages of Computer'

Q.6) Write Short Notes (AnY 3)

a) Modern aPPliances used in Office

b) Standardization of Office Work

ci SMART
d) Barriers to effective Communlcatlon

e) Mechanization
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