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FACULTY OF COMMERCE

B.Com. (First Year) (First Semester) EXAMINATION

MAY/JUNE, 2022

(New Pattern)

OFFICE MANAGEMENT

Paper-BC 1.5.2

(Thursday, 16-6-2022) Time : 9.30 a.m. to 1.15 p.m.

Time— 3.45 Hours Maximum Marks—75

N.B. :— (i) Solve all questions.

(ii) Question No. 1 is compulsory.

(i)

(ii) 1

1. What is meant by Office Management ? State the principles of good office

management. 20

2. What is the Communication ? State the barriers in office communication.15

Or

Explain the term record administration with its principles.

3. What is the Recruitment ? State the source of recruitment. 15

Or

State the process of office communication.

P.T.O.
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4. Describe the concept of office supervision with its features. 15

Or

Write a detailed note of Office Management.

5. Write short notes (any two) : 10

(i) Office lighting

(ii) Interior Decoration

(iii) Office Reception

(iv) Job Description

(i)

(ii)

(iii)

(iv)
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