16.

17.

18.

19,

20.

SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

What is an office work? Explain.

Sj@IeuesL LiGnfl Grsing)lrrsb eramen? 6fleur.

How the office environment should be developed?
SIS GLped erhg euflapannaefien (penGarbpaumd?
What are the factors to be considered when
selecting furniture for a business concern?

D DICURS SOMTEUTL_[BIGENET
STeilGET WTenel?

CoirbOs@HILISDHSMET

What are the principles of forms design?

2| QIS
wreneu?

ugeussler euqeurisaiien Qamarensser

Is good filing system essential? Suggest some new
filing system to improve your office work.

FTESR  ereueun  DQelessdlng  (psflusgieun
QUMLBHE? 2 BGET gieuers GbLMigmarer Ll
ETESD (WpenmaeT GMsg Lflbgiany.
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BABA35A — OFFICE MANAGEMENT

Time : Three hours

Maximum : 75 marks

SECTION A — (10 x 2 = 20 marks)

Answer ALL questions.

Define office location.

| DPIGURE QL DT

What is the meaning of office layout?

DIQCUEES HETEUNLDLIL| GTEITMITe) GTabTEn ?
What is an office furniture?
DI DICUCS HETEUTL_BIGET GTEILIZ) 6TeiTen ?

What are the names of furniture?
SIS HaTeumLiser Heveun e CLwTEmeT dnmis.
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10.

11.

12,

Define mail service.

2I(EhEe) Gaaneu eretiIBEaT cUanTILIL).

Write short notes on office form.

S@Iu@s Ligaud-&m @iy gms.

Define “filing”.

g,rré;a;éﬁ QUGN

What is decentralisation?

LIJEUEMTSELD GTeInm e Gremman?

(a)

(b)

(a)

SECTION B — (5 % 5 = 25 marks)
Answer ALL questions.

What are the
management?

principles  of  office

2ieuas Guoeretreanouwler Qamaransaser wTama?
Or
Explain the function of office management,

DIDICUCE

Guamenmrentouden
eileuflgsab.

Lien laener
What are the factors affecting office location?

AYaws GlLsms UTHsssemgL  srreflser
WITeneu?

| Or
2 1289

(b)

Explain “importance of office layout”.

S| IEUNE
el s,

gorasamwolber  apsdlusgeugans

What are the uses of a computer in the
office?

UGS senflel] Lwenum() ereren?
Or

R, N
5 5@--\ What are the different types of furniture in

(b)

15. (a)

(b)

an office?

)cwguwcu.ss geraum_iisaflar LOCaY  auamssar
N,

ILITEnN & 7

What are the types of mail services?

3lErEed Coaneuullan euanGSeT Wirena?
Or

What is communication? Explain its role in
the administration.

poau QgL erenpred erenan? fHlieunasgen

DA LIkI(@ ereman eramig) L 6 eméss.

Explain the classification of filing.
srssailen Gfleayser Lnml efleu,

Or
What are the types of indexing?
&L@mrﬂeﬁ&unmgﬁlm QUENSSHET (LITENE?
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