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THIRD SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
SECRETARIALPRACTICE

Time : Three Hours Maximum Marks : 70
Note : 1) Attempt one question from each unit.
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i) All Questions carry equal marks.
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11} In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT - I (3%1E-1)

1. Explain the meaning of secretary and describe the
functions of a secretary.
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Explain the qualification and qualities of a secretary.
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UNIT - II (3&iE-11)
3. Whatis a private secretary? Explain his importance.
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4. State the behaviour of a private secretary with pross,
colleagues and public.
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5. Explain the various types of correspondence by a
secretary.
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6. Write short notes on any two of the Zollowing:
1) Quorum of the meeting
1) Proxy
111) Motion and Resolution 14C
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(3) (4)

3 3 ol 2t R i Feuviat Rk 10. Write short note on any two of the following:
1) Value oftime
i) |97 &Y Torgfs . .
1) Office time
i) wfe gy iii) Secretary time
iii) YR Gd Hdeq = A A 5 @ w dfidm Rogofiat Rk
) W P
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7. What do you mean by stress? What are the positive
and negative stress. i) o
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8. What are the causes and symptoms of stress? Explain,
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UNIT -V G&E-V)

9. What do you understand by time management?
Explain in detail.
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