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Paper VII

(Office Administration)

(MCQ & Theory)

(Friday, 5-4-2019) 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. 1 wrong answers will carry negative marks.

(i)

(ii)

(iii)

MCQ

1. Attempt the following Multiple Choice Questions (i-x) :

(i-x)

(i) Office is important :

(a) For Government (b) For Public Relation

(c) For Society (d) All of these

(a) (b)

(c) (d)

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

(a) Lighting — C.F.L.

(b) Noise Control — Sound Proof

(c) Head Institute — Indiscipline

(d) Cleanliness — Dustbin

B3E99BE094CFCE8E6A043B84E90A1014
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(a)

(b)

(c)

(d)

(iii) ....................................... is the function of Head Institute.

(a) Office Planning (b) Organization of Office

(c) Office Discipline (d) All of these

(a) (b)

(c) (d)

(iv) There is need of office manuals ............................. .

(i) For introduction of office

(ii) For introduction of organization

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

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

(i)

(ii)

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

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

(v) ....................................... is important in office administration.

(a) Regulation (b) Discipline

(c) Report (d) All of these

(a) (b)

(c) (d)
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P.T.O.

(vi) ................................. is not type of office filing.

(a) Spike file (b) Box file

(c) Flat file (d) None of these

(a) (b)

(c) (d)

(vii) Pick out the correct pair from the following :

(a) Office importance — Red tape

(b) Office function — Corruption

(c) Office administration — Effective operation

(d) None of the above

(a)

(b)

(c)

(d)

(viii) .................................. is the problem of office administration.

(a) Red tape (b) Stress

(c) Corruption (d) All of these

(a) (b)

(c) (d)

(ix) The effect of stress is :

(a) Mistakes in work (b) Decrease in efficiency

(c) Increase in efficiency (d) Both (a) and (b)

(a) (b)

(c) (d) (a)  (b)
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(x) ..................................... is a demerit of present office administration in India.

(a) Red tapism (b) Corruption

(c) Both (a) and (b) (d) None of these

(a) (b)

(c) (a)  (b) (d)

Theory

2. Explain the meaning and importance of office administration.

Or

Write the causes of corruption.

3. What is Filing ? Write its types.

Or

Write the functions of Head of Institute.

4. Write short notes on any two :

(i) Report

(ii) Noise control

(iii) Manuals

(iv) Stress.

(i)

(ii)

(iii)

(iv)
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