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FOURTH SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
FRONT OFFICE MANAGEMENT

Maximum Marks : 70

Note : i) Attempt any five questions. One question

from each unit is compulsory.
f=gl gt gel & SR A vds s @
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ii) All questions carry equal marks.

W "eAl & 3P THH 2

i1) In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT - I (3&13-1)

What do you mean by receptionist? Explain its
qualifications.

RSl ¥ A9 T Q9 22 Iud! argarsi
D THIRA?

|76

F/2014/6556 PTO.

https://www.rgpvonline.com

(2)

Or (394

Give the importance and need of front office or
reception counter in an office.

U BRI ¥ He AT IT W B8 Y AT99THar
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UNIT - II (Z=iE-11)

2. What is effective communication? Discuss its
various methods.
TyTdt TEET 7T 22 3w R uerl RS 9
SEEIEo]
Or (JAY41)
What do you mean by Body language? Discuss the
main media of Body language.
3RS T & ST T WA €2 S0 W e
H1 T Hifow)
UNIT - 111 (Z13-11T)
3. What do you mean by Personality? Why it is
important for success in business?
afthed W 30 FIT WHHS & ? R B Aberdr
& 9T T4l SRADw § 7 TG 7 (FF+
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(3)

Or (3194)

What is personality grooming? Why is it necessary?
Explain.

fthed PR a1 22 98 @1 sm@ws g2 auH
Hfmi
UNIT - IV G&FE-IV)
Write short notes on the following-
1) Video conferencing

ii) EPABX system.
= o= wfém fRroaforat forlRa
i) e ==
i) Ao vaw Rrew
Or (J%aV)

What is internet ? How e-mail can be send through
internet? Give its procedure.
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4)

UNIT - V G&HE-V)

What are the common personal problems? One can
face at work? Explain in brief.
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Or (33

Discuss the various methods of interviews.
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