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B.B.A. I Semester Degree Examination, April/May - 2024

MANAGEMENT
Foundation Course in Office Management (OE)
(NEP)
Time : 2 Hours Maximum Marks : 60

Note : Answer all sections.

TR ;DR e‘i)mﬁﬁﬁf@z VI3OA.

SECTION - A / %3°0 - &

Answer the following sub-questions. Each sub-question carries one mark. 10x1=10

83 YN LOT-TJI NN YVZORD.  TSCILOWD YT-TJ 0 2.0 WOTBI), BROVTZT.

1. (a) Define office management.
5280 AVEBT WYV

(b) What do you mean by office location ?
3230 ﬁ@eé R0TTe 2

(c) Define office layout.
B28e0 DTVATR, WETVIR.
(d) What is office in modern concept ?

ST TOTOSONY 3O DOTTER ?

(e) What is Office Environment ?
32300 WORT OTW3CI ?

(f) What is lighting and ventilation in office ?
33e00DY 3T TNV WTIONT DOTTE ?

(g) What is Office Manual ?
328e0 R DOTTEWD ?

(h) What do you mean by Office Record ?
32300 oDS Q0TTe 9

(i) List any 2 Input and 2 Output devices.
O3RYTOTTH 2 IEF B 2 B mcssﬁ@mol T [IRA.

(j) What is secondary data in office management ?

330 AWFTBONY @%eoﬁa aeplel ROTTEI ?
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SECTION - B / Qi —

Answer any four of the following questions. Each question carries five marks.
83 YN CIRPTemAR T, TN GLZOR0. TSCIHOW THOMO WV WOFNTR, LPOLTZT.

2. Explain the steps in office organization. 4x5=20
32300 FOTWIONYT TOINTI, LWORD.

3. Explain the factors to be considered before selecting the office site.

Be3ed #@@é/ﬂéw @5301 8:303% BIORT BVRTED TONBRLI T @osﬁmfmcl NWORD.

4. What is Furniture and Fixture ? List the different types of furnitures and fixtures
used in offices.

2eBRCTFTD a‘n@‘a wsce RDOTTEZD 2 %z%e@ofn@ WERT NG 080D EBRETITED a‘n@‘a
w%Geﬁ@;?D B0

5. What is Record Management ? List the principles of record keeping.
O30T F AWFRH N0WICR ? THTF QOIS 3%}1@533% 2ROR0.

6. What is Computer Application ? List some Computer Applications softwares used
in office.

BOTRUWT® WQIEBT Q0TTER 7 FReOODY IRT O %owa@scé‘ BB —owdecfﬁeém
wéB &.

7. What are the different kinds of machines used in office ? Highlight their uses.
F23e00DY WIAB QNG 080D 0HOBNRT 03D D) OINY mwo&aeﬁﬁ@ém% 20 TBOND.

SECTION - C / &3%5°0 — &

Answer any three of the following questions. Each question carries ten marks.
85 YN IPPTTTH FRT> TJNON GLZOR0.  TSXROW TJOI T WOINYIY,
@ao@da@‘d 3x10=30

8. Explain the essential qualities and qualifications required for office manager.

Be3ed wém—%wsaﬁ @ﬁ@a@mw N 073333 @5?371@;33& NWORD.

9. What is Open Office and Private Office ? List the advantages and disadvantages
of them.

B0 FBe0 DY 0oAN FBEONW QOTIER 7 WFNY BN B WTOIRONRT),
wéB “mRa.

10. Explain the various principles governing selection of furniture, lighting and
ventilation.

EBHETTTED, LITH DY WTVONTT SOHODT), JONOZAT VNG TIAFI, LWORD.

11. What is Horizontal and Vertical filing ? List the advantages of it.
ABO DB, ©oW TR aara%@@om ROTTED ?  LPNG @&M@ﬁ@@i 3] RRR.

12. Explain the advantages and limitations of computerization in office.

6?,:‘%6@033@;2 NO3CBTRT ONIHOONLD m:og (Sinle} mémfm% NWORD.
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