Model Paper for "Office Procedures & Managements-II"' 2nd Semester

Office Management Assistant (1 year Course)

(For Annual Examination 2019 & Onward)

(Theory)
Time:- 2:00 Hours Total Marks:- 25
Subjective
Section-I
Q.1 Write the short answer of the following questions (5x2)=10
1. What is personal Image? ?c‘-&nl“f@y‘g&b‘uﬁ
2. What is the importance of outside & inside Image ?+&ﬁoﬂ!ngmage&;ﬂ/:iJ5/xl
3. Write down different means of communication. ?q/ugqrém;ufufzi.;ww
4. What is the role of office secretary in communication ?tat“n/l;/lfgdf"/gj;i'uﬁaw!/
5. What is the purpose of meeting in an office ?gbnﬁ”gKmeetinguﬁgf.Lg
Section-ll
Q.1 Attempt any three (03) questions in detail. (3x5)= 15
1. write down the purpose of office managemen in detail? OWZ‘_—WLJAK&}:L/T
2. Describe the purpose of effective communications? b mﬁ»t{ e Loty 2o
3. What is written communication and its benefits? ?‘_/j,»’!}lféu’w"a)'/gc‘—:aMané/
4. What are the different methods for work planning in an -q/}/@g&_)ﬁédk,#%f({

office?

5. Describe the propose to communication with store?
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(Practical)
Time:- 3:00 Hours Total Marks:- 45

Note. 1st Question is compulsory, attempt any one question from Question No 2.

Q1: make a group of 5 students and conduct ﬂsug/va»LJéluﬂu{lx_;;fKonég
office meeting on agenda of admission issues -Q;/JMinutesﬁ.ﬁ;‘»Lq/

of an institute and write down minutes of

meeting
Q2: Switch on Fax Machine and do fax of -Q/fax/gfvj/?/‘%“b@wu/uffu?‘u’g
given letter to your Principal.

OR
your have received an order of staticnary items KJ"L’)’ZJ!‘”}OLTKU /;:’uf.k/ 7/_;7'
from vendors in your office. Make an =i/, »/t:Acknowledment letter

acknowledgment letter for this order



