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S-196 Roll No. ..o,

CCOM-01

Office Management
(@rifer yaw)

Certificate Course in Office Management
(CCOM-16/17)

Examination, 2018

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 / Gls—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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1. What is an office ? Explain the various functions of an

office. What steps will you take while organizing an
office ?
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2. 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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3. What do you understand by communication ? How
does it help in performance of the management
functions ? Explain the significance of internal office
communication.
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4. 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 / Yvs—Y
(Short Answer Type Questions) / (75 ITRIT U%)

Note : Section ‘B’ contains eight (08) short answer type
questions of eight (08) marks each. Learners are
required to answer four (04) questions only.
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Briefly discuss any four of the following :
fr=farfad & 9 o=l IR W |89 # == B :
1. Elements of Office Management.
HrITerd JEed & ad |
2. Principles of Office Layout.
Frerd AN & Rigr |

3. Importance of Interior Decoration in a Modern Office.
YIS PRI | MANS Fae Bl A |

4. Methods of classification of Office Papers and
Records.
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5. Important considerations to be kept before disposal of
records.

Reprel 3 gTM A Tgel IR & S drell ard |

6. Important Labour Savings Device used by Business
Organizations.

AaAIe R gRT %M @ §9d bR B fofv

SYART # @Y S dTel Agaqol IUaR |
7. Distinguish  between Computer Hardware and
Software.

BRI FSAIR d TSI H AR |

8. Procedure for controlling and regulationg the
consumption of stationery.

AN & @ud B AT g FEEa s @ gomel |
Section-C / GUs—TT
(Objective Type Questions) / (@IS T)
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 :
ST Weg 1 e & G Rad Wl d g B -

1 is process by which duties are assigned and
responsibilities fixed.
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2. A good office lay-out has the advantage of maximum
utilization of ...........

WWW@( """""""" T MBI ST &
Thd 2 |

3. Manuals demand ............. from employees.

el % Pl 1~ 7 S A T 2

4. In flat files, papers are inserted in ............. order one
above another.

TSl B3 UGN § BRI Bl B ATIAR Th-TR
B SW G A 2 |

5. Communication between managers and executives on
the same level of hierarchy in the organization is
known as ............

Wﬁwﬁmﬂ?fﬁa@wﬁaﬁawmﬁzﬁqw
B aTeT GRY T HEA © |

Write True or False against the following :
fr=ferRed @ 9 91 a1 3 folfRau

6. Office work is concerned only with regards of
management.

PRATAT BT B Dl Jd=¢ § FHI(=Id BdT ¢ |

7. Interruptions to work occur in office on account of
external factors only.

BRI & B H 9181 SR A 97 Bl 2 |
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8. A system is a planned way of doing a particular
activity.

faRre o @ A & AHEg WD DI UG bel
ST 2 |

9. Office records include only letters, notices and
circulars.

Hratery Rerel § dae v, Afeq g gRuz IMi¥er g
gl

10. Oral Communication ensures speedy action in the
office.

A9 TR ¥ Baferd § dig Ui | B BT 2
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