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OFFICE MANAGEMENT & SECRETARIAL DUTIES
Paper - II (English & Telugu Versions)

MODEL QUESTION PAPER

(For the Academic Year 2021-22 only)

Time : 3 Hours

SECTION - A

Max. Marks : 50
10x2=20

Note: (i Answer ANY TEN questions. (ii) Each question carries TWO marks.
Sredden: (1) I B0 BHoH JSrEeREmen (EPainsm. (i) B8 (85 o ENVlev)IoN

1.

10.

Define Organization?

éoééa QBDOTDI.

What is formal organization?
POBI(FPAH IS 559 OBTRD?
What is Office Layout?
STROED DT @I I?
What is Office Machine?
STROEDED CHoBHw BPIPEL?
Define Ventilation?

A, PO (D8 JBDOTHEW.
What is controlling?

Qodholes WSTPIL?

What is Computer?

Boggegeod OSTPRD?

Write any five stationery items?
DT s0th RO woen BHod.
What is Filing?

2000 ©JrPIH?

What is communication?
ézﬁwgé’&_ssé5 O3RN ?

P.T.O.



11.

12,

13.

14.

15.

What is Mail Services?

oS e OSTIN?

Define ‘Secretary’.

S0 DNBoBOE.

Write about Diary ?

30 809 DKBoB0S.

What is motivating?

(o860 OXTPID?

Define Modern office?

DS STOCDHO WBTPRW?
SECTION - B 5x6=30

Note: (i) Answer ANY FIVE questions. (ii) Each question carries SIX marks.
Sredden: (1) DBV 0% FBHoH JSrEeSsmen [@eaiosm. (i) 38 BHDH @b Sulew) SV

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

What is formal & informal organization?

PSS (FPOHID 5% O 0SS (oo s 5559 1980 (EPchoaio.
What are the modern office functions? Explain.

TS TR DO 08090 ([Pchob.

Write the principles of management?

QBesres elgren (E°0Dod.

Discuss the Secretarial Duties After the meeting ?
DEPRESD SRS SBares SPEES0) G0 Dghen Ben)sm.

Explain about Duties and Responsibilities of Secretary?
s%gé@g g Deoen O™ eJ°é§é§e> 80D BenHm.

Describe the importance of communications?

éMé?JééS S @°26wsp§é§éa DHB0L08.

Explain the types of lighting systems.

R 2TED D50 Derost Ko DG Bseen BeHod.

Write the types of indexing?

o088 QY Beven Beod.

Mention various types of office machines.

STRD 3655?8965 SHRPHHC DG ShoEre HBOD (EPHW.
Explain principles of Office Accomodation.

OO HHBE KooK IrEine Hdod) BoHol.
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