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AA—324—2016
FACULTY OF SOCIAL SCIENCES
B.A. (Second Year) (Fourth Semester) EXAMINATION
NOVEMBER/DECEMBER, 2016
PUBLIC ADMINISTRATION
Paper VII
(Office Administration)

(MCQ + Theory)

(Tuesday, 13-12-2016) Time : 2.00 p.m. to 4.00 p.m.
Time—2 Hours Maximum Marks—40
N.B. .— () Attempt All questions.

(i) All questions carry equal marks.

(zi1) In question No. 1 wrong answers will carry negative marks.
() §d WA e

(i) @E WA GEE O SR

() WA H. 1 TG IhieA STIE HUMHS 0 SR

MCQ)
1. Attempt the following multiple choice questions : 10
CHG dguaEl W dredl
@) e, is the place where clerical work is done.
(A)  Library (B) Office
(C)  Reading room (D) None of these
= foholl FREFAT FWEAT HE hol SAd N fgapromyy oo T
HUTdId.
(A)  TuE (B) A
(C) == (D) et TR
A1) e, is/are primary function(s) of Office Administration.

(A)  Collection of information (B) Provide information

(C)  Maintain the record (D) All of these
..................... W% -;l-l-zl-l:ﬁa; EFP:f 3"%~

(A) TR HHSU H (B)  wifedt qXferdr
(C) ~ ifgde ST Yol (D) A Tl
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What is the benefit of good lighting in the office ?
(A) Stress on eyes
(B) Increase mistake in work
(C) Increase quality of work
(D) All of the above
FEGANG el UhRET A=l HwEQl & 3R ?
(A) SR dr Idl
(B) Md Teh B
(C) A T d@ B
(D) aleUH T
Which of the following is the cause of office noise ?
(A) Lighting
(B) ~ Telephone and mobile ring

(C)  Computer
(D) Air conditioner
WSBUh] HIUA BT TS HROT 3 ?

(A)  TRIT

(B) TR MU YHO Loen SHAES
(C)  EUH

(D) SRS I

The executive, who is put in charge of the management of the office
is known as ..........cc......... .

(A)  Head of the Institute (B) Peon

(C) ~ Senior Clerk (D)  Junior Clerk

W W%ﬁ- waa-lﬁ Fq-l. WW m a:rm ..................... :"a-ﬁ 3?'3‘@%
SiH

Q)  wEEE THE (B) o=

(C) a3 fodis (D) wfTs fodw
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Which of the following is/are not a method of classification of filing ?
(A) Alphabetical arrangement
(B) Numerical arrangement
(C) Logical arrangement
(D)  Chronological arrangement
TIABUR! IV T RO TGl A&l ?
(A) AFTTAR AR
(B)  3TRIIR afiehT
(C) difehek afiehTur
(D) FIGHATHAR R

Which of the following is/are advantages of office manual ?

@) To increase efficiency

(z1)  Appropriate for new personnel

(A) Only () (B)  Only (i7)

(C)  Both (i) and (i7) (D)  None of these
TG!SV TG Afed! J&ihel Rl e ?
@) HEEHdd 9@ eid

(i) T HHATAEES! IUgH

(A) K (@) (B) & (12)
(C) () 31T (i) S (D) TR TR
Which is the principle of good report ?
(A)  Principle of purpose (B) Principle of brevity
(C)  Principle of clarity (D) All of these
ezl STedTorl d v 2
(A) A T (B) Wfuwad a
(C) T=dd d (D) ATRT wE
Which of the following is a problem of office administration ?
(A)  Red Tapism (B) Stress
(C)  Corruption (D) All of these
TIABUH! HIV HETGT WETEA THET R ?
(A) DI RTE! (B) duma
(C)  YXMER (D) ARt o
P.T.O.
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(x) Choose the wrong pair of the following :

(A) Corruption — Lokpal
(B) Stress — Mistakes in work
(C) Red Tapism — Quick Action

(D) Computer Paperless office

TAGUR! bt siel faer

(A)  Y=RER —  Oue

(B) dUmE —  HE| gl

(C) iRl — % e

(D) HIUh — HIEIOEd hEAed

(Theory)
2. State the meaning of office administration and explain its importance. 10
FEGT WIS 318 9FH &< 7gd T h.
Or
(fenam)

What is office manual an write its types.
HEGd Hifed! R U ®F 7 AN YRR ol

3. Write the methods of filing. 10
TR TgHd Tl

Or
(fenam)
State the causes and consequence of corruption.
IRTERE RO Nfor aiemm 9.
4. Write short notes on any two of the following : 10
(@) The functions of office administration
(b)  Office lighting
(e Service book
(d) Head of institute
GTSGUh! IR aFer deda fear foer .
(@)  HEGI WEEAET &R
(b)  HEATGAT ThRT T
()  GemgEditeR
d) —HEed @
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