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Certificate Course in Office Management
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Examination, 2017

Time : 3 Hours Max. Marks : 80

Note : This paper is of eighty (80) marks containing three
(03) Sections A, B and C. Learners are required to
attempt the questions contained in these Sections
according to the detailed instructions given therein.
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Section-A / GUls—d

(Long Answer Type Questions) / (€T SR 7%)

Note : Section ‘A’ contains four (04) long answer type
questions of nineteen (19) marks each. Learners are
required to answer two (02) questions only.
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What do you mean by centralization and

decentralization of office services ? Explain the merits

and demerits of both. Why is departmentation of office
necessary ?
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Define records management. What are the objectives
of records management ? Describe the functions of
records management.
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What do you mean by correspondence ? Explain the
different methods of drafting correspondence.
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4. Explain the principles of purchasing office stationery.
Why it is necessary to ensure proper management of
stationery in the offices ?
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Section-B / vles—Yg

(Short Answer Type Questions) / (FF{J; SN 79)

Note : Section ‘B’ contains eight (08) short answer type
questions of eight (08) marks each. Learners are
required to answer four (04) questions only.
Answer of these questions must be restricted to two
hundred fifty (250) words approximately.

Al @ug @ # A6 (08) Y Iy fd W
TAG Y b fou ame (08) ofp fwiRa
[RrEiRI @ $H ¥ dadl IR (04) Tl & IR o
2| Ud U @7 SR & A U@ (250) IRl W
e el BT AR |

Briefly discuss any four (04) of the following :
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1. Challenges before office managers.
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2. Steps to be taken in Office Layout Planning.
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3. Organizational manual and Policy manual.
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4. Nature and purpose of Card Index.
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5. Characteristics of good internal communication
system.
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6. Various machines used for communication in the
office.
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7. Nature of office stationery and its significance in a
modern office.
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8. Factors influencing good office personnel relations.
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Section-C / YUus—T

(Objective Type Questions) / (TS Je-)

Note : Section ‘C’ contains ten (10) objective type
questions of one (01) mark each. All the questions
of this Section are compulsory.
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Fill in the blanks with appropriate words or phrases :
S S AT g & Wi Rad el B g B

1. Grouping of similar activities to form functional
departments is known as .............

Wﬁ%ﬁwv@wmmﬁw
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2. ldentity cards help in preventing ............... entry of
outsiders inside the office.
Rgg T3 W 9 B Al & IRg H BE
PT RIHT S el 2 |
3. It is not easy to achieve a .............. flow of work in
actual practice.
JJAER H B YaTE YTl H_AT ARl el & |
4. Loose-leaf binder can be used for ............... :
?gﬁ 7= e Ryee @7 ga & forv e o
qH B |

5. End product obtained by processing raw data for a
particular requirement is known as..............
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Write True or False against the following :
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6.

10.

Records are maintained in the office for future
reference.
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The problems of external noise are within the control
of office manager.
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Adequate office accommodation is essential to be
provided as employees wish to relax while at work.

T BRI W YSH 6T 3a9dd SEIforg ardm
% [ 3M & 999 SN §B 9d fasm f &R 99 |

Card indexing is less expensive than book-indexing.

QId SAPHANTET DI eIl H FIS IAIHAVIBI BH
SETel B © |

Office mechanization brings about improvement in the
quality of work.
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