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Certificate Course in Office Management (CCOM)

1st Semester Examination, 2023 (June)

Time : 2 Hours] Max. Marks : 100

Note : This paper is of Hundred (100) marks divided into two
(02) Sections A and B. Attempt the questions contained
in these sections according to the detailed instructions
given therein. Candidates should limit their answer to
the questions on the given answer sheet. No additional
(B) answer sheet will be issued.
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SECTION–A/��������

(Long Answer Type Questions)/�	
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Note : Section 'A' contains Five (05) long answer type
questions of Twenty six (26) marks each. Learners are
required to answer any Two (02) questions only.

(2×26=52)
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1. What do you mean by office management? Explain its
essential elements. Describe the main functions of the office
manager.
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2. What do you mean by centralization and decentralization of
office services? Explain the merits and demerits of both.
Why departmentation of office is necessary?
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3. What is mean by office report? Explain the main points to
be considered in drafting an office report.
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4. Explain the basic functions of modern office. Describe the
relationship of the office with functional departments like
sales, purchase and accounting departments.
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5. What do you mean by correspondence? Explain the different
methods of drafting correspondence.
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SECTION–B/���������
(Short Answer Type Questions)/����� ������� ���� �����

Note : Section 'B' contains Eight (08) short answer type
questions of Twelve (12) marks each. Learners are
required to answer any Four (04) questions only.

(4×12=48)
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Briefly discuss any four (04) of the following ;
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1. Challenges that the office will face in the near future.
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2. Factors Determining the Size of Office.
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3. Methods of Maintaining Control on Quality of Office Work.
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4. Characteristics of Good Duplicating System.
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5. Procedure for Controlling and Regulating the Consumption
of Stationery.
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6. Important Labour Savings Devices Used By Business.
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7. Elements and Process of Communication.
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8. Factors Influencing Good Office Personnel Relations.
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