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I I5 (a) : ORGANISATIONALSKILLS DEVELOPMENT_ I
(2019 Pattern) (Semester _ I)

Time: 2% ffounl
hxtructions to tt e cfindfukztes:

I) Question No. I and I ore compulsary,
2) An.swer any three questionsfront e. No.2 ta e, No. Z.

3) Figures to the ri,ht indicatefuu rutrks.

Ql) A) Filluptheblanks:

i) The concept of
place.

lhlat. ilfurl;s: 7t)

17l
is related u ith \ie.k and not relatLrd with

B)

i, Concept of scientiflc oflice management is _eiren hy,

ii| means converting hard copl-or Non- digital records in
to digital fbrmats.

iv) 

--is 

plane, smooth and stead-v mo\ cment of *,ork fiont
opcrations to Jnother.

v) The place r,,,here office is located is called a^s _
vi) Administration is a part of office_.
w) An =-_-is a book containing standard practices,

instructions and policies of the Otllce.

'l'rue or l'alse : Vl
i) OfIice is the place rvhere clerical u-ork is tlole.
ii) Functionai organization is flexibl* [,pe of L)rganization.
iii) Record can be classified on the basis of 'fime. Imporlance and

Nature.

iv) Untrained staff is not a difliculty in flou. of rurrk.
v) Employees do not need iacilities on the Ollice.
vi) As a structure, organization refers to the structur.e of relationship

among positions and -iob.
\,rr) Ot'fice manuai is not usef'ul lbr enrplo1..ees.

P.T.O,

I
/

'J



L

Q2) il f)ef"rne concept of Modern Otl'rce'

b) Explain the t'eatures of Modern off'rce'

Q3) a)

b)

84) a)

b)

Qs) a)

b)

Q6) a)

b)

Q7) a\

b)

State the principles of scientific office management'

I)eline functions of Ollice Management'

Stale thc intpotlance ol' Ollice Olga'n izat ion'

Explain the types of Ot'llce Organization'

Explain the t-actors of Good Office Environment

Detine principles of Ideal Oftice Building'

Explain types of Office Fomr Design'

Explain the aclvantages of Digitalization of Oifice Records

Detlne f'eatures o1'Office work'

Dellne best lactors to rernove di11'lculties in ideal l'lor'r" of lvork'

Write short Notes (AnY Two)

a) Importance of Offtce

b) Steps of Ollice Organization

c) Organization of Record Department

d) Features ofefttctive florv ofrvork
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fuwhrW.
fl w fqtry ilfrr w frst6 /,\frflt{,}tttd

4 [ il {ridllt€l ffi ty owtqt rn ott t d r n t.

4 wilffuWf,t'Yrahaa

[.t) a. fi16qp1r55; tts]

i) ---- fl rim-s{r Flqrst d-"if*d GrA snFr e{qqfi ri-dffd qrfi.

iil qr$rm mtdeq q{e{rn{rfr {io-sfl i ffi ,iG.

iii) ________ EUC Erd 6ffr B-qT r,f{-8ffi-nf,H-d EBilf, qf$izqu]
Fqidtrde-{fr.
iv) -------- E grrtrg,o-H[*Rnorerqre eG.

vl o-rqtoq St oG st qli-f,r -------- GrS Eq drd.

vi) sqlsq or s.rufeqqr --------\rf, HFr 3[d .

vii) --------- B erufoqran m+o qgfr, {d{t -}nFr tN emtrd gsilf,
3G.

n. cqrfroBEritrfr.,rFdfrltffeBsFn IbI
ty orufeu qur$ on-flfr orqfr omt
i i l orqtso €s--fl Eqd flqkr ffi R-fr €T.{r.
i i i ) td', q-f,f, sriB Mqr emt ieT$i qrflo-{ur dtA qlc' srfi 

-4.

ivl .qqRrR-d st'qt olrtralr lnrdrd Grs-qur nrfl
,l m-$qrqin onfdqrd EEEim rrq rrfl.
vi) Tfl;rr effi, €e+ quG qe oirDr ffi qffif, €tiqia f{{r.
vii) em-fl {{cIf, ofsTqiqTe wfq mfr .
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s. 2) Gi) eflgHf, flqffi €s-aq{l qftqTtrd orl. tvl
uleirgtrootqfqsIfraRrdtqgflT. tqol

u.3) etttf,rF"m opfoqq+eru+r*ildsirlT. tlel

q flqf-dqq{p{q-rT*odqftqrBd+-*t. trel

s. +l eDem-s €fttilqffiqgauirn tvl
ul efr-s 3fftilqffitr+lTsgq'{t. [qo]

u. sy elqirlgrolqfs{qqTdlqiqraqdc[gg6{L tts]

q qrcsf ersfdqEqR-ff-frildqftHBao-{T. ttel

B. ot e0effE;flqtrEflt{{aucnRsEs-{I. IYI

e am-{f-*fqq-qrBfrrrorqffiurqtssm-{r tqol

s. zi Gt)flqm{otqlfraMqltwtroo{t ttsl

b) Frr{Ia[ 8]rEsf trdrErfr-d ersquft n 6-{uqTqre s-df,q E-.miil
4f€qlF{t.

u. sl *€ffirdfrsftrdr Cfr1ursrfril{'
e0orqfmq[aTf,rs
otorqteq€elizq
.t .qflrilsBurnfr€q-{r
sl or+r4ruwfrqqEAaRrd

ooco

t\el
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