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

Time : Three Hours Maximum Marks : 70
Note : (1) Attempt all questions.
T4 e F I Siad
(ii) All questions carry equal marks.
Tl weHi & I FAH E)
(iii)In case of any doubt or dispute, the English
version question should be treated as final.
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Unit - I/ 5@ -1
1. What do you mean by Front office? Describe its need
and importance. 14
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What do you understand by Receptionist? Explain its
qualifications.
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Unit - I/ &2 - 11

. What do you mean by Effective Communication?

Explain its factors and principles 14
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Whatis Body language? Describe its different types.
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Unit - I / 21 - 1D

What is Personality? Describe its need for success
of business. 14
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(3)

What is Personality Grooming? Describe its main
elements.
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Unit - IV / 38 - IV

What do you understand by Communication? Explain
different modes of communication. 14
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Write short notes on the following-(any two)
a) Video conferencing
b) Tele-conferencing
¢) EPABXsystem
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Unit-V/THE -V
What types of Personal problems employees/workers
faces at work? How can counseling it. 14
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Explain following (any one)

a) Interview technique

b) Human values
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