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Office Management/
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Certificate Course in Office Management (CCOM)

1st Semester, Examination 2022(Dec.)

Time: 2 Hours Max. Marks: 100

Note : This paperis 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.
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Section — A / ©@vs —&%
(Long Answer — type questions) / (ST€ @RI arel o)
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.
[2x26=52]
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Q.1.  Define office Management. Describe the principles you

will keep in view while organizing office activities.
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Q.2.

Q.3.

Q.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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Explain the importance of good environment for the
office staff. Describe the factors you will take into
account while planning for office lighting, ventilation
and furnishing.
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Define business report. What are the important
principles which should be born in mind while drafting

a business report?
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Q.5.  Who is an office supervisor? As an office manager,
what duties and responsibilities would you assign to
your supervisors? Explain.
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Section - B/ €Us —
(Short-answer-type questions) / H%BT(RT CIGEIRE]
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 x 12 =48]
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Briefly discuss any four (04) of the following:
o # 9 f=21 IR (04) TR Heru # ==l BN

Q.1.

Q.2.

Q.3.

Q4.

Q..

Objectives of Quality Control of Offical Work.
FHrAfTa—oHrd @1 [oradT FEAT & [T |

Principles of Office Layout.
FHITT = & Rigid |

Methods of Classification of Office Papers and
Records.
HRITAT & DBATSIA] g RbTSl BT DRI BT b

D |

Important Considerations to be Kept in view Before

Disposal of Records.
Reprst @I T PR A Ugel &G H & S drell

HEYUT qNd |
Distinguish Between Statutory and Routine Reports.
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Q.6.  Nature of Office Stationery and its Significance in a
Modern Office.
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Q.7.  Characteristics of Good Internal Communication

System.
I JATARD FoTell BHI fIRman |

Q.8.  Importance of Office Supervisors.
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