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FACULTY OF SOCIAL SCIENCES
B.A. (Fourth Semester) EXAMINATION
MARCH/APRIL, 2018
PUBLIC ADMINISTRATION
Paper VII
(Office Administration)
(MCQ + Theory)

(Thursday, 5-4-2018) Time : 2.00 p.m. to 4.00 p.m.
Time—2 Hours Maximum Marks—40
N.B. .— (1 Attempt A/l questions.

(11)  All questions carry equal marks.

(ifi) In question No. 1 wrong answers will carry negative marks.

() W& YA e

(77) \E YEAM HAM T 3TRA.

(i) U . 1 A FehreA IAMH HUMHS T[0T 3T,

MCQ 10

1. Attempt the following Multiple Choice Questions (1-10) :
Teftel Sguarl o9d Eedn (1-10)

(1)

Qualification of the head of institute are ................. .

(A)  Personal qualities

(B)  Formal education and training
(C)  Experience

(D)  All of the above

°|')|¢|i(’|¢| qgenr=4ar qrAdqr T 3:“%3
(A)  JFfTw T

(B)  siv=niaw foreror & wfknero

(C)  s1gwd

(D) =it wel
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How many basic types are there of function of the office ?

A) 2 B) 4
(C) 6 D) 8
FEAE wEE e YR fohdl emed ?
A) < (B) =R
(C) Ha (D) A3

........................... is an important factor to effect on the efficiency of
employees ?

(A) Office environment

(B) International environment

(C) Religious environment

(D) None of the above

HHATATA] BT HRAGFHIER THIE ZRRU e B HeTal W3
e,

(A)  FETAH SR (B) SRS SET

(C)  =nfHer arareRo (D) @ AT

Which of the following is not a part of office environment ?

(A)  Lighting (B)  Safety

(C)  Swimming pool (D)  Sanitation

ETATAdeh! ShIOIdT Beh ShiATcAd" STareRom=n 9 A&l ?

(A) T e (B) WM

(C)  STeAaufient (D) =l

Choose the wrong pair of the following :
(A)  Lokpal — Corruption

(B)  Mistakes in Work — Stress

(C)  Quick action — Red Tapism

(D)  Paperless Office — Computer
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TRt Fehtet Sirel e

(A)
(B)
(®)
(D)

AT — YRER
FMEA IRl — qUE
SIS ARl — e havTe]

FNefofed HETAd — TIUh

Which of the following is a method of classification of filing ?

(A)
(B)
(®)
(D)

Alphabetical arrangement
Numerical arrangement
Chronological arrangement
All of the above

GTCITCUsh! ShIURT T SFfRLoT= Uged 3Te ?

(A)
(®)

STENUTEAR AR (B)  3{RTIER iRl
HIARHTTIR TR0l (D) AThT TE

.............. is/are the objectives of office manual.

To give information of work methods and rule
To give information of objectives of office
Only (1)

Only (11)

Both (1) and (1)

None of the above

~~~~~~~~~ 71 T Wi G S o

FETEARte SEugeHd o et wfedt <o
FHETATA IR Wifedt <0

T (1)

e (17)

(1) 3o (i) <=

ERiGEEINiF|

P.T.O.

B3AFOF5C836BBA5CCEC750B3A86A6AD6



WT

( 4 ) S—269—2018

(8) The cause(s) of stress is/are ................... .

(A) Lack of resources (B) Burden of work

(C) Lack of co-operation (D)  All of these

UGS creveeeesesoees ¥ FR o

(A)  HEEAMET A9 (B)  <hrHTET QT

(C) WM A9E (D) It o
9 Which of the following is not a problem of office administration ?

(A) Red Tapism (B)  E-Administration

(C)  Stress (D) Corruption

ETATAUh] hIOCT AT YR qHE] ATer ?

(A) STl (B) g~

(C) duma (D) I=ER

(10)  Which is/are the principle(s) of Good Report ?
(A)  Principle of purpose (B)  Principle of brevity
(C)  Principle of accuracy (D) All of these
R STEeTCTE A IR ?

(A)  3GQUm= Tl (B)  Hferwan
(C)  sTghal (D) AUHT TS
Theory

Explain the meaning and functions of office administration.

FEAT JRIEATT A S T A
Or
(fenam)
Elucidate the meaning and types of filing.
oieh=n 319 9 YR fowe .
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3. State the meaning and types of Reporting.
el 31 F YhR WA
Or
(feram)
Write an essay on the office stress.

A dqumarer. ey fagn

4, Write short notes on (any two) :
(1) Head of Institute
(1) Sanitation
(zz)  Corruption

(1v) Manuals

FIAE EFeR e femr forer .

()  HEEE YHqE
(i) ol
()  YSE
(7v) el gi&dehT.
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