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(iz1) All questions carry equal marks.
(zi1) In Question No. 1 wrong answers will carry negative marks.
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1. Attempt the following Multiple Choice Questions : 10
TTeie gt ged e

@) Success of office administration is depend on :
(@) Administrative corruption
(b) Administrative efficiency
(¢) Red-tapism
(d) Indiscipline
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@) What is the function of an office ?

(@) To preserve all the Record of business

(b)  To collect information

() To maintain Account

(d) All of the above
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(ziz)  The benefit of good lighting in the office is :

(@) To increase output

(b) To increase quality of work

(c) To increase moral of employees

(d)  All of the above
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(d)  eRietent we
(zv) ~ Which of the following element contributes to healthy atmosphere in
office ?
(@) Smoking b) Noise
(e) Sanitation d) Bad light
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The executive who is put incharge of the management of the office is

known as :

(@) Head of the institute b) Accountant

(e) Senior clerk (d) Supervisor
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................................... is the process of arranging and storing records so
that they can be easily available when required.

(@) Office manual b) Filing

(¢) Service Book (d) Report

THIETS HAAITTRATHR HES ST SgTeil ATHIS! <l e ThHeg TGal e
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(@)  HEEE AR (b) TR

(c)  HaTgi&ient (d)  3Tedr
...................................... is/are type of office manual.

(@) Policy manual b) Organisation manual

(e) Working method manual (d) All of these
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Which of the following element is not including in service book ?
(@)  Employees Name (b) Employees Education

(c) Employees Hobbies (d) Employees Designation
T TeTush! IV Heeh YaTgiehd HHIGS B A& 7
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Which of the following is/are institude control over corruption ?

(@) Central Vigilance Commission

(b)  Central Bureau of Invistigation

(¢)  Anti-corruption Bureau

(d) All of the above
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Match List I with List II and select the correct answer from the codes
given below :

List I List II

(A) Filing @) Introduction of institute
(B) Service book 1) Mistakes in work
(C)  Stress (zi1)  Information of employee
(D) Office manual (iv) ~ Classification of record
Codes :

(A) (B) ©) (D)
(@) (z11) (1) @) (v)
(b) (tv) (1) (i) @)
(c) (i) (@) (111) (iv)
(d) @) (iv) (i) (zir)
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(A) (B) ©) (D)
(@) (zi1) (i) @) (tv)
(b) (tv) (1) (i) @)
(c) (i) @) (111) (v)
(d) @) (v) (i) (i)
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Theory
2. Explain the meaning and functions of office administration. 10
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Write functions of head of institute.
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3. What is filing ? Write its types. 10
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Write the causes of corruption.

YRERE wRO forar
4. Write short notes on any two : 10
@) Office Lighting
@) Manuals
(itt)  Stress

@iv) Report.
HIATE SR e fear foer .

@) HTIATTAT TehTST SHaEeN
(i)  Hfedr-gient
(1)  dUMg
(v)  3TATd.
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