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

Time : Three Hours Maximum Marks : 70

Note : i) Attempt any five questions. One question
from each unit is compulsory.
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i) All questions carry equal marks.
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iii) In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT-1/3a18 -1
1. Explain the role and importance of front office in
an office.
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Or / 3Jgar

What do you mean by receptionist? Explain its
qualification.
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UNIT-11/3318 - 11

2. What do you mean by Body language? Explain its

merits and demerits.
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UNIT - 111 / 5a7¢ - 111

3. What is Grooming? Why is it necessarv? Explain.
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What do you mean by personality? Why important
for success in business?
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13)

UNIT -1V /3318 -1V

4. What is effective communication? Discuss its
various methods.
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What is internet? How e-mail can be send through
internet? Give its procedure.
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UNIT-V/s&E -V

5. What is interview? Discuss the various methods of
interview.
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What are the types of problems man can face at
work? Explain.
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