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I nstructions to the candidates:

Question No. 1 and Question No. 6 are compulsory.

Solve any 3 (Three) questions from the remaining question:nos. 2,'3, 4 and 5.
Figures to the right indicate full marks.

1)
2)
3)

Q1) a)

Fill in the blanks (Any five) : [5]

1)

ii)

iii)

1v)

To get the office work done by the personnel of the office is
of quality of office"manager.

a) Education and training b) Experience

c) Personal qualitics d) Professional interest

To-Do list-prepare in technique of time management.
a) _ Set youfr priorities b) Stay focused

c). Setrealistic goals d) Set achievable target

is the process of deciding what one plan to achieve the
result one desires.

a) Goal setting b) Policy setting
c) Plan setting d) Time setting

The word ‘communication’ is derived from

a) Latin word b) French word
¢) German word d) Greek word
Dressing Styles is the type of barriers in process of

Business communication.
a) Physical Barrier b) Psychological Barrier

c¢) Emotional Barrier d) Cultural Barrier

PT.O.



b)

vi) Attraction and respect is the type of barriers in process

of Business communication.
a) Physical Barrier
c¢) Emotional Barrier
Match the following :
1)  Frank and Lillian Gilbreth
i1) Linguistic Barrier
111) Internet communities
iv) Psychological Barrier

v)  Physical Barrier

b)
d)

a)
b)
c)
d)
€)

Psychological Barrier
International Barrier

[5]
Language
Motion study
State of Health
Facebook

Inattentiveness

02) Explain in detail the Duties and Responsibilities of the Office Manager. [15]

(03) What do you mean by Office Communieation? State the Barriers in Effective
Communication.

[15]

Q4) Define the term Work Measurement. State the Objects and Importance of

Work Measurements [15]
05) Explain the various factors in selecting office machines. [15]
06) Write short notes on (Any Three) : [15]

a)
b)
C)
d)
e)

Goal Setting

Recent Trends in Communication
Motion Study

Classification of Report.

Office Automation

e
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