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SECOND SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
OFFICE MANAGEMENT

Time : Three Hours Maximum Marks : 100

Note : i) Attempt five question in all. One question
from each unit is compulsory.
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1i) All Questions carry equal marks.
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i) In case of any doubt or dispute, the English
version question should be treated as final.
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I. What do you mean by office management? Explain
the major process of office management. 20
PRI TEY q AT 7T S 2 ? IRl vEy $
s wieharat @t qofg Hifsr)

23%
F/2015/6545 FT.O.

https://www.rgpvonline.com

(2)

Or / 312E@r

State the principles of office organization?
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UNIT - 11 /337 - 11

"Layout is very important for office operations"
Explain. 20
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What are office environment? What is their
importance? State the effect of environment on
psychology of human behaviour.
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. Explain the term office system? Explain their

principle and importance. 20
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State the importance of the institution of office
system. Out line the steps needed to plan office
system.
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UNIT -1V /338 -1V
Describe the importance methods of classification
of files. States the merits and demerits of each such

method. 20
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What do you understand by the term indexing? What
is the purpose of index?
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Describe briefly the functions and working of two
labour saving devices used in modern office. 20
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Write short notes:
a) Postal franking machine
b) Use of Telephone in the office
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