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THIRD SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
SECRETARIALPRACTICE

Time : Three Hours Maximum Marks : 70

Note : i) Attempt one question from each unit.
TSF THEE W UF WA & IR S|
i1) All Questions carry equal marks.
o UEl F HF aHH 2l
ii1) In case of any doubt or dispute, the English
version question should be treated as final.
ot o1 yFR F Woe w9 faar €1 feafa
H AU AT F WA & a9 "E AR
UNIT -1/ 5T - I
1. Whois a Secretary? Describe briefly different types
of function of Secretary. 14
afa #4227 afta & fafim gor & =@ #1 faex
H #9RE|
OR / sgan
2. Write short notes on qualification and qualities of a
Secretary.

afaa 1 araar sk o | afaw feoeft Fifyo)
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UNIT-11 [/ 2% - 11

3. Comment the role and importance of a private

secretary in private Ltd. company. 14

waae fafiez s & frel afm i sffie ok
wea R fewult Fifsm)

OR / #49a1

4. Comments the behaviours aspects of private secretary

with colleagues and public.
fast afea & aud geaiidl @ F9E § =E9ER W)
fequit Fifam)

UNIT - 111 | 512 - 111

5. Write short comments in the meeting of following
points:- 14

a) Before the meeting
b) For the meeting
¢) Atthe meeting

d) After the meeting
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@)
T ¥g e faget w afem foooft fafem:
¥) T | URA
) AW TG
) OH1 & TR
7) d9 9@

OR / 3441
Write short notes on
1) Point of order
ii) Typing of minutes.
gfem feoauft fofau:
i) @@ AE A

i) fafrza =1 oo

UNIT - IV | 3% - IV
What is meant by “Secretarial stress”? Point out the

steps to handle emotional upsets at work by secretary.
14

afyE ¥ a9 ¥ anE 27 gfee g| e %
A IS AT & e & S ® @ried

e

l032_
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OR / #1947
Point out

i) Positive and negative stress

ii) Least stressful tasks of the secretary.
e ifm -

i) TERHE AR AERCAE a4

i) afva & safys arEg @

UNIT-V [ 33T - V
What is the time management? Elucidate value of
time. 14

T VEEA 1 87 qHE & {eF H1 faaan S
OR / dga1
What are the difference between office time and

Secretary time.

FAfFdE g7a @R afsm & a1a § wax we fifs)
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