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Note :This paper is of Hundred (100) marks divided into
two (02) Sections A and B. Attempt the questions
contained in these sections according to the detailed
instructions given therein. Candidate should limit
their answers to the questions on the given answer

sheet. No additional (B) answer sheet will be issued.
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Section—A / 00

(Long Answer Type Questions) /J JUIIIL DO U100 OO0

Note

Hinig

:Section ‘A’ contains Five (05) long-answer-type ques-

tions of Twenty six (26) marks each. Learners are
required to answer any two (02) questions only.
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. What is office. "Office is as important to a business

what the main spring to a watch". Explain this state-

ment.
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. What is office management? Describe its functions.
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. Explain the various methods of duplicating?
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4. Describe the qualites of a good filing system.
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5. Explain the principles of designing a form.
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Section—-B / /000D

(Short-Answer-Type Questions) / LI OOJI0 00D OO0

Note :Section ‘B’ contains Eight (08) short-answer-type
questions of Twelve (12) marks each. Learners are
required to answer any Four (04) questions only.

(4x12=48)
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1. Describe the duties and responsibilities of office

manager.
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2. Explain the main characteristics of an office.
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3. Give an outline of routine regarding handling incom-

ing mail of the office.
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4. Describe the characteristics of a good business let-

ter.
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5. Describe the advantages of a computer.
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6. Explain the merits and demerits of decentralization

of office sevices.
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7. Explain the main points to be considered in drafting
an office report.
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8. Write an essay on meetings.
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