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I nstructions 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, f&d 5.

3) Figures to the right indicate full marks. O

Q1) A) FillintheBlanks(any Five): C, 5]
) The quallflcatlons which a successful@ manager should
pOSSESs
d Education and training ’ép lence
c) Personal qualities All of the above
i)  Theessential qualltleso flce manager
a Sound Judg Professional interest
c) Accounti Secretaria services
1)} Why ee0 & management’?
ited Urgent things
Resource

isrefersto assigning specific time slots to activities.

CDQ d Busnessmanagement b) Timemanagement

c) Productionmanagement d) Purchase management

v) A Is adevice 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.
ad Computer b) Software
c¢) Communication d) Adminigtrative

PT.O.



B) Matchthefollowing. [9]

i)  God setting a Corethinking skill

i)  Office Standardisation b) Labour saving

i)  Focusing c) Preiminary planning
Iv)  Mechanisation d) SMART

v) Firststepinwork measurement €)  Ensures greater economy

Q2) Definetheterm TimeManagement. Explain the Techniquesof Time Management.
[15]

Q3) What is Office Communication? Explain the Significan @fice
Communication. (/ [15]

Q4) What do you mean by Standardisation of Office W ’%I aintheAdvantages
and Limitations of Standardisation. ’O [15]

Q5) Explainindetail thedifferent types Wn appliancesusedintheoffice.[15]
®

N

Q6) Write Short Notes (Any %: [15]
a Functions of Of{iC ager

b) Barriers jve Communication

antages of Mechanisation
lIsRequired for an Office Manager
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jii) a1 hfga w0 ®) WA FEeE

iv) it g) SMART &=

V) e mETel ufgeht ued 3) Wt sreferawen giifvua wa
IS HATEATIA T Tt A AR e fafaer &= v . [15]
T eI FEUTS hidl ? RN HIEg-Te Hged T8 . 15]
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