Paper 4 (a): Office Management

Time: 3 hours Max Marks: 80
SECTION - A
Answer ALL questions. 4X15=60
1. a) Explain the basic Principles office Management
oo FgERETn Jahiress J¥soi.
(or) S
b) Explain office Planning, Lay out Principles and its advantages
Togoch ($erdE, B B TPoR, TrETol DI00RDER.
2. a) What is Meant by O and M ! Discuss its Principles
SESFAS DI 0ol ING? TV BT IQyowhEe.
(or) B%
b) Explain the steps in work implication
B Br§Ses® GHoN dS0oEED.
3. a) Explain the advantages of Mechm
ToRgOChEN SiroBEUme aknt: $oi Ko ergEoom SQjouEe.

(or) B%
b) Explain Nature and scope of office Management
3‘@5@0535‘@& 2652,7"35353353 30050 BRI VN0oHDe.
4. a) What are the functions of Office Records
Torjoch SThe PEoes Ne3?
(or) B%
b) “Communication is the blood stream of administration Discuss
HOFOSH @@63533@3 CEREEAEEES S0 WyoI.

SECTION - B
Answer any FOUR questions 4X5=20
5. Computers in office
?@56053353065 §o?.’gj°§éo§gj
6. Stationary Control
3838 daso e
7. Work Study
‘e’ab@q%o‘émim
8. Control of office Records
Torgech 0o EOo:SooLeﬁm

9. Office Supervision
§°U°§e>o‘i> ?.3653583
10. Welfare methods
‘éoémﬁ&g@o
11. Co ordination
23353550‘533533
12. Staff Welfare
?ozae)oc‘:) “60:%3530



