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(17)  All questions carry equal marks.
(i1 In Question No. 1 wrong answers will carry negative marks.
() W& Yy e
(7)) @& YA FHE O TR
(7)) U . 1 HElA FehI=AT IUH ROMH T[0T 3Ted.
MCQ
1. Attempt the following multiple choice questions : 10
Tleiel Sgaael Ivd Hiean :

(1) Pick out the wrong pair from the following :

(a) Office Environment—Noise control
(b Filing—Insecurity
(€%) Manuals—Practice Manuals

(d) ~ Office Administration—Effective operation

Teadeh! geTel Siel 3ileen :

(a) HATAT SATATERU—3TETS =T
(b)) HTiehT—aTgefadan

(¢  wifedt gRamI—ahrugd R
(d) FEE WRTE—99E e
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( 2 ) A—314—2018
(ID e, is the functions of Office Administration.

(1) Planning of office practices

(1)  Organization of office

(a) Only (1) (b) Only (i1)

(o Both (1) and (1) (d)  None of these
.......................... %» W W Eh—l"’:f 3:"%-.

()  HEAHA wEEwNE e

(i) HEEE A

(@ T (1) (b)  ®F ()

(@ (3 (1) I (d) AT e

(i)  Which of the following is not the function of Head of Institute ?
(a9 Planning
(b Organization
(0 Control

(d) To collect fund for political parties
TICATAUh! hIU HE FEGT G AR ?

(a) IERISE
(b) T
(o  TrE=m

(d)  TSTehia verErdt el e e
(1)~ Which is the best method of report writing ?

(a) Objective method (b)  Incorrect method
(0 Divide method (d) None of these
3TRATd TEATEl Aol Ugd ShIvl 7
(a) T[S Ugd (b) T Ygd
(9  fawsHE wsd (d et A&

[ Rl OIS N OB A SE N is not the problem of office administration.
(a)  Red tape (b Stress
(o) Corruption (d)  Transparency
......................... —Eﬂ- W W EeEEES)|] :nﬁ-’
()  TcIhd (b)  <TOma
(0  Y¥=TER (d)  ORGEIehdl
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(vi)

(viD)

(vi1d)
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( 3 ) A—314—2018
Which of the following is the importance of office administration ?

(a)  Accurate decision-making (b) = Effective operation

(0 Development of skill (d)  All of these
WEATTIRT HIUM HEATTE TGN Taed 3T 2

(a) o9& TI0ia wfskan (b)  9UET HEeH

(9 =Rl faws (d A wd

Which is the effective element for the office environment ?
(a) Office lighting (b)  Noise control

(0 Sanitation (d)  All of these
AT SNl YHreld 0 ek hIval ?

(a) AT TRt (b e fEEm

(9 == (d)  aret e

............................ is the objective of office procedure method.
(a) ~ To improve efficiency

(b) ~ To increase wrong things

(0 Increasing waste of time and money

(d) All of the above

........................... % °h|¢|i(’1¢|ﬁl\'l chl?«lrl-losclqlt{ dr‘a'&d 3:"%.

() A @ H0

(b)  Tehi=a1 TSl Sl

(¢ T i YemeN STY=TAd @ ShY

(d) et gd

How many types of office stress are there ?
(a)  One (b  Two
(o Three (d) Four
°|')|¢|?Q’|q SHIEIE rchdﬂl JohR 3T_d 7

(& TH (B <
(9 M (d =R
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(4 )
() e, is not a type of office manual.

(a0 Biography manual

(b Organisational manual

(0 Administrative practice manual

(d)  Policy manual

......................... g—l. W -q-l-%?ﬁ g{-(‘lqldﬂt{l Th '_”E,:"l.

(a) Sterafs gikde (b)) ~ FET g

(0  USTHhIA RSl GRAeR  (d)  ER0T gRaeht
Theory

State the meaning and importance of office administration.

HETEE YAl 31 9 "ed @i
Or
(fenem)
Explain the role and function of Head of Institute.
FEiAd gt iy 9 wE TR H.

Discuss on the office lighting in office environment.
FRHE FTAERUIdI YRSl HeEda F= .
Or

(fenam)
Write an essay on the corruption.
gRERER ey foa.
Write short notes on (any two) :
€) Red tape
(11) Reporting
(zz1)  Service Book

(1v) Functions of office administration.

dqrea femr fagr (Fv@mE @ )
(1) ATATRd

()~ AEdETd

(i) G gf&deR

(Zv)  HEEEE TR HE.
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