
Q1) a) Fill in the blanks (Any five) : [5]

i) 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 qualities d) Professional interest

ii) To-Do list prepare in _______ technique of time management.

a) Set your priorities b) Stay focused

c) Set realistic goals d) Set achievable target

iii) ______ 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

iv) The word ‘communication’ is derived from ________.

a) Latin word b) French word

c) German word d) Greek word

v) Dressing Styles is the type of ________ barriers in process of
Business communication.

a) Physical Barrier b) Psychological Barrier

c) Emotional Barrier d) Cultural Barrier
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vi) Attraction and respect is the type of _______ barriers in process
of Business communication.

a) Physical Barrier b) Psychological Barrier

c) Emotional Barrier d) International Barrier

b) Match the following : [5]

i) Frank and Lillian Gilbreth a) Language

ii) Linguistic Barrier b) Motion study

iii) Internet communities c) State of Health

iv) Psychological Barrier d) Facebook

v) Physical Barrier e) Inattentiveness

Q2)  Explain in detail the Duties and Responsibilities of the Office Manager. [15]

Q3) What do you mean by Office Communication? State the Barriers in Effective
Communication. [15]

Q4) Define the term Work Measurement. State the Objects and Importance of
Work Measurement. [15]

Q5) Explain the various factors in selecting office machines. [15]

Q6) Write short notes on (Any Three) : [15]

a) Goal Setting

b) Recent Trends in Communication

c) Motion Study

d) Classification of Report.

e) Office Automation
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àíZ àíZ àíZ àíZ àíZ 1) A) [aH$må`m OmJm ^am. (H$moUË`mhr nmM) … [5]

i) H$m`m©b`mVrb H$_©Mmè`m§H$Sy>Z H$m`m©b`rZ H$m_ H$adyZ KoUo hr H$m`m©b`rZ
ì`dñWmnH$mMr JwUdÎmm ................ Amho.

A) {ejU Am{U à{ejU ~) AZŵ d

H$) d¡̀ {ŠVH$ JwU S>) ì`mdgm{`H$ ñdmañ`

ii) doi ì`dñWmnZmÀ`m ................ V§ÌmV H$m_mMr `mXr V`ma H$aVmV.

A) Vw_Mo àmYmÝ`H«$_ R>adm ~) bjH|${ÐV R>odUo

H$) dmñVddmXr Ü ò̀  R>a{dUo S>) gmÜ` H$aÊ`m`mo½` bú` R>a{dUo

iii) .............. hr EImÚmbm BpÀN>V n[aUm_ gmÜ` H$aÊ`mgmR>r `moOZm R>adÊ`mMr
à{H«$`m Amho.

A) Ü ò̀  {ZpíMVr ~) YmoaU {ZpíMVr

H$) `moOZm {ZpíMVr S>) doi {ZpíMVr

iv) 'Communication' hm eãX .............. eãXmnmgyZ Ambm Amho.

A) b°{Q>Z eãX ~) \«|$M eãX

H$) O_©Z eãX S>) J«rH$ eãX
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v) dó n[aYmZ e¡br hm ì`dgm` g§àofUmÀ`m à{H«$ òVrb .............. AS>Wù`m§Mm
àH$ma Amho.

A) emar[aH$ AS>Wim ~) _mZ{gH$ AS>Wim

H$) ^md{ZH$ AS>Wim S>) gm§ñH¥${VH$

vi) AmH$f©U Am{U AmXa hm ì`dgm` g§àofUmÀ`m à{H«$ òVrb .............. AS>Wù`m§Mm
àH$ma Amho.

A) emar[aH$ AS>Wim ~) _mZ{gH$ AS>Wim

H$) ^md{ZH$ AS>Wim S>) Am§Vaamï´>r` AS>Wim

~) OmoS>çm Owidm … [5]

i) \«°$H$ Am{U {b{b`Z {Jë~«oW A) ^mfm

ii) ^m{fH$ AS>Wim ~) JVr Aä`mg

iii) B§Q>aZoQ> g_wXm` H$) Amamo½`mMr pñWVr

iv) _mZ{gH$ AS>Wim S>) \o$g~wH$

v) ^m¡{VH$ AS>Wim B©) {ZîH$miOrnUm

àíZ àíZ àíZ àíZ àíZ 2) H$m`m©b`rZ ì`dñWmnH$mMr H$m }̀ d O~m~Xmè`m g{dñVa ñnï> H$am. [15]

àíZ àíZ àíZ àíZ àíZ 3) H$m`m©b`rZ g§XoedhZ åhUOo H$m` Vo gm§JyZ à^mdr g§XoedhZmVrb AS>Wio ñnï> H$am. [15]

àíZ àíZ àíZ àíZ àíZ 4) H$m ©̀ _mnZ `m g§koMr ì`m»`m gm§JyZ Ë`mMr C{Xï>ço d _hËd ñnï> H$am. [15]

àíZ àíZ àíZ àíZ àíZ 5) H$m`m©b`rZ §̀Ìgm_wJ«r {ZdS>rMo {d{dY KQ>H$ ñnï> H$am. [15]

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

A) Ü ò̀  {ZpíMVr

~) g§XoedhZmVrb AmYw{ZH$ àdmh

H$) JVr Aä`mg

S>) AhdmbmMo dJuH$aU

B) H$m`m©b` ñd §̀MbrH$aU




