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ENGLISH VERSION

Instruction : Figures to the right indicate full marks.

1  What is office management ? Explain importance 20
and functions of office management.
OR

1 (a) State the qualities and qualifications of office manager. 10

(b) Discuss the duties and authorities of office manager. 10

2 Define the Filing. Discuss the centralized filing and 20
decentralized filing.
OR
2 (a) Explain the meaning of Indexing. Discuss the 10
various types of indexing.
(b) Explain the importance of Indexing. 10
3  Explain the objectives and advantages of Office 15
mechanization.
OR
3 Write short notes : (any three) 15

(1) Personal computer
(2) Close Circuit TV

(3) Mobile
4) Fax
4  Explain the concept of banking facilities and discuss 15

its importance.

OR

4 (a) Explain the Recurring Account and Fixed 9
Deposit Account.
(b) Narrate the difference of following : 6
Current Account and Saving Account.
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