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B.B.A. I Semester Degree Examination, March/April - 2023

MANAGEMENT

 Foundation Course in Office Management (OE)

(NEP)

Time : 2 Hours Maximum Marks : 60

Note : Answer all the Sections.

SECTION - A / « s̈ÁUÀ - J

Answer the following sub-questions.  Each sub-question carries one mark.

F PÉ¼ÀV£À G¥À-¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥ÀæwAiÉÆAzÀÄ G¥À-¥Àæ±ÉßAiÀÄÄ MAzÀÄ CAPÀªÀ£ÀÄß ºÉÆA¢gÀÄvÀÛzÉ.

1. (a) What is office in modern concept ?

DzsÀÄ¤PÀ ¥ÀjPÀ®à£ÉAiÀÄ°è PÀbÉÃj JAzÀgÉÃ£ÀÄ ?

(b) What is office organization ?

PÀbÉÃj À̧AWÀl£É JAzÀgÉÃ£ÀÄ ?

(c) What is lay-out of office ?

PÀbÉÃjAiÀÄ «£Áå À̧ JAzÀgÉÃ£ÀÄ ?

(d) What is open office ?

ªÀÄÄPÀÛ PÀbÉÃj JAzÀgÉÃ£ÀÄ ?

(e) Name the types of furniture’s in office.

PÀbÉÃjAiÀÄ°è §¼À̧ ÀÄªÀ ¦ÃoÉÆÃ¥ÀPÀgÀtUÀ¼À «zsÀUÀ¼À£ÀÄß ºȨ́ Àj¹.

(f) What is Record Management ?

zÁR É̄ ¤ªÀðºÀuÉ JAzÀgÉÃ£ÀÄ ?

(g) What is office mechanism ?

PÀbÉÃjAiÀÄ PÁAiÀÄð«zsÁ£À JAzÀgÉÃ£ÀÄ ?

(h) Name any two safety measures needed in office.

PÀbÉÃjAiÀÄ°è£À AiÀiÁªÀÅzÁzÀgÀÆ JgÀqÀÄ À̧ÄgÀPÀëvÁ PÀæªÀÄUÀ¼À£ÀÄß ºȨ́ Àj¹.

(i) What is office Environment ?

PÀbÉÃjAiÀÄ ¥Àj À̧gÀ JAzÀgÉÃ£ÀÄ ?

(j) Name the softwares used in computers for data process.

qÉÃmÁ ¥ÀæQæAiÉÄUÁV PÀA¥ÀÆålgïUÀ¼À°è §¼À̧ ÀÄªÀ ̧ Á¥sïÖªÉÃgïUÀ¼À£ÀÄß ºȨ́ Àj¹.
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SECTION - B / « s̈ÁUÀ - ©

Answer any four of the following questions.  Each question carries five marks.

F PÉ¼ÀV£À AiÀiÁªÀÅzÁzÀgÀÆ £Á®ÄÌ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥ÀæwAiÉÆAzÀÄ ¥Àæ±ÉßAiÀÄÄ LzÀÄ CAPÀUÀ¼À£ÀÄß ºÉÆA¢gÀÄvÀÛªÉ.

2. What are the characteristics of office organization ?

PÀbÉÃj À̧AWÀl£ÉAiÀÄ ®PÀëtUÀ¼ÀÄ AiÀiÁªÀÅªÀÅ ?

3. Explain advantages and dis-advantages of private office.

SÁ À̧V PÀbÉÃjAiÀÄ C£ÀÄPÀÆ® ªÀÄvÀÄÛ C£Á£ÀÄPÀÆ®vÉUÀ¼À£ÀÄß w½¹.

4. Explain steps in designing office lay-out planning.

PÀbÉÃj «£Áå À̧ AiÉÆÃd£ÉAiÀÄ ºÀAvÀUÀ¼À£ÀÄß À̧AQë¥ÀÛªÁV «ªÀj¹.

5. Explain the life-cycle of records.

zÀ̧ ÁÛªÉÃdÄ(zÁR É̄)UÀ¼À fÃ«vÀ ZÀPÀæªÀ£ÀÄß «ªÀj¹.

6. What are the principles for selecting the furniture and lighting ?

¦ÃoÉÆÃ¥ÀPÀgÀt ªÀÄvÀÄÛ «zÀÄåvï DAiÉÄÌAiÀÄ vÀvÀéUÀ¼À£ÀÄß w½¹.

7. Briefly explain the advantages of computerization of office.

PÀbÉÃjAiÀÄ UÀtQÃPÀgÀtzÀ C£ÀÄPÀÆ®vÉUÀ¼À£ÀÄß ̧ ÀAQë¥ÀÛªÁV «ªÀj¹.

SECTION - C / « s̈ÁUÀ - ¹

Answer any three of the following questions.  Each question carries ten marks.

F PÉ¼ÀV£À AiÀiÁªÀÅzÁzÀgÀÆ ªÀÄÆgÀÄ ¥Àæ±ÉßUÀ½UÉ GvÀÛj¹j.  ¥ÀæwAiÉÆAzÀÄ ¥Àæ±ÉßAiÀÄÄ ºÀvÀÄÛ CAPÀUÀ¼À£ÀÄß
ºÉÆA¢gÀÄvÀÛzÉ.

8. Explain the functions of office.

PÀbÉÃjAiÀÄ PÁAiÀÄðUÀ¼À£ÀÄß «ªÀj¹.

9. Explain the characteristics and advantages of good filing system of office.

PÀbÉÃjAiÀÄ GvÀÛªÀÄ zÁR¯Áw ªÀåªÀ̧ ÉÜAiÀÄ ®PÀët ºÁUÀÆ ¥ÀæAiÉÆÃd£ÀUÀ¼À£ÀÄß «ªÀj¹.

10. Explain advantages and dis-advantages of office location in rural area.

UÁæ«ÄÃt ¥ÀæzÉÃ±ÀzÀ°è PÀbÉÃj ¸ÁÜ¥À£ÉAiÀÄ C£ÀÄPÀÆ® ªÀÄvÀÄÛ C£Á£ÀÄPÀÆ®vÉUÀ¼À£ÀÄß «ªÀj¹.

11. Explain components of office Environment.

PÀbÉÃj ¥Àj À̧gÀ M¼ÀUÉÆAqÀ CA±ÀUÀ¼À£ÀÄß «ªÀj¹.

12. Explain Various types of office machines.

««zsÀ jÃwAiÀÄ PÀbÉÃj AiÀÄAvÀæUÀ¼À£ÀÄß «ªÀj¹.
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