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N.B. .— (@) Solve all questions.

(z1) Question No. 1 is compulsory.
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1. What is meant by Office Management ? State the principles of good office

management. 20
FHATAT LI TS hid ? GUE hiIicard FaL_r=t dd fave .
2. What is the Communication ? State the barriers in office communication.15

TRYEET TEUNS ¥ ? HECEE FevEed SEYe TR .
Or
(fenam)
Explain the term record administration with its principles.

YIMIhIE Aiel=l HohoUdl T e I dod T .

3. What is the Recruitment ? State the source of recruitment. 15
Wl US| wE 7 WA Wi TR SR
Or
(feram)

State the process of office communication.
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4, Describe the concept of office supervision with its features. 15
FEATTHE T Hehedd 9A e At s &1
Or
(fenam)
Write a detailed note of Office Management.

HEATAT AT IaR Fiow feqoft fomsr.
5. Write short notes (any fwo) : 10
@) Office lighting
(z1)  Interior Decoration
(zit)  Office Reception
(v)  Job Description
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