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FACULTY OF SOCIAL SCIENCESFACULTY OF SOCIAL SCIENCESFACULTY OF SOCIAL SCIENCESFACULTY OF SOCIAL SCIENCES

B.A. (Fourth Semester) EXAMINATIONB.A. (Fourth Semester) EXAMINATIONB.A. (Fourth Semester) EXAMINATIONB.A. (Fourth Semester) EXAMINATION

OCTOBER/NOVEMBER, 2018OCTOBER/NOVEMBER, 2018OCTOBER/NOVEMBER, 2018OCTOBER/NOVEMBER, 2018

PUBLIC ADMINISTRATION

(Office Administration—VII)

(MCQ & Theory)

(Friday, 26-10-2018) Time : 2.00 p.m. to 4.00 p.m.(Friday, 26-10-2018) Time : 2.00 p.m. to 4.00 p.m.(Friday, 26-10-2018) Time : 2.00 p.m. to 4.00 p.m.(Friday, 26-10-2018) Time : 2.00 p.m. to 4.00 p.m.

Time—2 Hours Maximum Marks—40

N.B. :— (i) Attempt All questions.

(ii) All questions carry equal marks.

(iii) In Question No. 1111 wrong answers will carry negative marks.

(i)

(ii)

(iii)

MCQMCQMCQMCQ

1. Attempt the following multiple choice questions : 10

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

(a) Office Environment—Noise control

(b) Filing—Insecurity

(c) Manuals—Practice Manuals

(d) Office Administration—Effective operation

(a) —

(b) —

(c)

(d)
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(ii) ............................ is the functions of Office Administration.

(i) Planning of office practices

(ii) Organization of office

(a) Only (i) (b) Only (ii)

(c) Both (i) and (ii) (d) None of these

(i)

(ii)

(a) (i) (b) (ii)

(c) (i) (ii) (d)

(iii) Which of the following is not the function of Head of Institute ?

(a) Planning

(b) Organization

(c) Control

(d) To collect fund for political parties

(a)

(b)

(c)

(d)

(iv) Which is the best method of report writing ?

(a) Objective method (b) Incorrect method

(c) Divide method (d) None of these

(a) (b)

(c) (d)

(v) ................................ is not the problem of office administration.

(a) Red tape (b) Stress

(c) Corruption (d) Transparency

(a) (b)

(c) (d)

0D56F35D48BEA75B55C10105A7061375
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P.T.O.

(vi) Which of the following is the importance of office administration ?

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

(c) Development of skill (d) All of these

(a) (b)

(c) (d)

(vii) Which is the effective element for the office environment ?

(a) Office lighting (b) Noise control

(c) Sanitation (d) All of these

(a) (b)

(c) (d)

(viii) ............................ is the objective of office procedure method.

(a) To improve efficiency

(b) To increase wrong things

(c) Increasing waste of time and money

(d) All of the above

(a)

(b)

(c)

(d)

(ix) How many types of office stress are there ?

(a) One (b) Two

(c) Three (d) Four

(a) (b)

(c) (d)
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(x) .............................. is not a type of office manual.

(a) Biography manual

(b) Organisational manual

(c) Administrative practice manual

(d) Policy manual

(a) (b)

(c) (d)

TheoryTheoryTheoryTheory

2. State the meaning and importance of office administration. 10

Or

Explain the role and function of Head of Institute.

3. Discuss on the office lighting in office environment. 10

Or

Write an essay on the corruption.

4. Write short notes on (any two) : 10

(i) Red tape

(ii) Reporting

(iii) Service Book

(iv) Functions of office administration.

(i)

(ii)

(iii)

(iv)

A—314—2018 4
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