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FACULTY OF COMMERCE AND MANAGEMENT

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

NOVEMBER/DECEMBER, 2023

OFFICE MANAGEMENT

Paper B.C.1.5.2

(Wednesday, 13-12-2023) Time : 10.00 a.m. to 1.00 p.m.

Time—Three Hours Maximum Marks—75

N.B. :— Question No. 1 is compulsory.

1. Explain office accommodation in detail. 20

2. Write importance of office communication. 15

Or

Explain the concept of job evaluation and office supervision.

3. Define office management and explain its functions. 15

Or

Explain office environment in detail.
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4. Explain barriers of office communication. 15

Or

Write types of office communication.

5. Write short notes on any two : 10

(a) Employee training

(b) Record administration

(c) Employee welfare

(d) Job description.
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