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N.B. :(— Question No. 1 is compulsory.
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1. Explain office accommodation in detail. 20

HETeE o fawR T H.
2. Write importance of office communication. 15
FHATA HeTeRdre Hew TR .
Or
(femem)

Explain the concept of job evaluation and office supervision.

FE AR 9 HAGE T A Feheddl T HAL.

3. Define office management and explain its functions. 15

HEATTE TG A G A=l S T H.
Or
(feram)
Explain office environment in detail.

HETAT JAeRT Gkl T H.

P.T.O.
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4, Explain barriers of office communication. 15

FRATTE ORI TS TR .
Or
(fenam)

Write types of office communication.

FEAET IR YR el

5. Write short notes on any two : 10
(@) Employee training
(b) Record administration
(c) Employee welfare

(d)  Job description.
FITE SR e fear o -
(31) wHI g
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(F) HUIR HA

(¥) HERE TEU.
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