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FOURTH SEMESTER (SCHEME-2006)
MODERN OFFICE MANAGEMENT
FRONT OFFICE MANAGEMENT

Maximum Marks : 100

Note : (i) Attempt five questions in all. One question

from each unit is compulsory. All questions
carry equal marks.

F U9 0l F TR 0 TG @E §
099 FH1 IEE 2 7 9l F 3F TuE B

(i1} In case of any doubt or dispute, the English
version question should be treated as final.
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Explain various responsibilities and job description
of a receptionist in an office. 20
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()
Give the importance and need of front office or
reception counter in an office.
U FAi@d § B A6a 31 @G Tl H THETED @
T2 H 99l
Unit - [T/ g&18 - 11

What is trade directory and visitors books? Explain.
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Write short notes on the following:
1) Hotel Reservation
11) Railway Reservation
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3. What do you mean by Front office cashier? Describe
its functions. 20
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How a locker management can be made effective and
safe in Hotel business? Explain.
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What is effective communication? Discuss the
advantages and disadvantages of verbal or written
communication. 20
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How an effective communication is possible in a
office or elsewhere? Explain.
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What are the types of problems man can face at work?
Explain. 20
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What is an interview? Discuss the various methods
of interview.,
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