$/2017/6553 Total Pages 14

THIRD SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
SECRETARIALPRACTICE

Time : Three Hours Maximum Marks : 70

Note : i) Attempt one question from each unit.
T BT | T HeT BT e AT
i1) All Questions carry equal marks.
Tl weAl & 3 JHH 2

1i1) In case of any doubt or dispute, the English
version question should be treated as final.
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UNIT -1/3%138 -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.
e & Frgaraii @ ol @B goiE S
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UNIT -11/3518 - 11
3. What is a Private Secretary? Explain his importance.
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4. State the behaviour of a private secretary with boss,
colleagues and public.
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UNIT - 111 /3578 - 111

5. -Explain the various types of correspondence by a
secretary. -
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6. Write short notes on any two of the following:
a) Agenda of meeting and its importance
b) Motions and Resolution
c) Proxy
d) Letters of thanks
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frerioiRad A 37 5=l @1 W G fRevafrf faRau 10. Write short notes on any two of the following:
3) 9T Dl PRI T SHHT 7R a) Office time
g) YWKIE Ud Gaeq b) Secretary time
W) wliges ¢) Valueoftime
¥) e w5y
UNIT -1V /537 - IV ) af@ a1 W
7. What do you mean by stress? What are the positive q) T BTl
and negative stress?
TG A STY T THHA & ? GAHD T 3R FOTCHS
GG TR & 7
8. Explain and Point out the steps to handle to emotional
upsets at work by secretary.
&Y 1P R e HifTg
UNIT-V/3@7E -V
9. What do you understand by Time Management?
Explain in detail.
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