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Office Management and Secretarial Practices

(AT Yarer Te Aferea gfa)

Examination February, 2026

Time : 2:00 Hrs. Max. Marks : 70

Note :— This paper is of Seventy (70) marks divided into
Two (02) Sections ‘A’ and ‘B’. Attempt the
questions contained in these sections according to
the detailed instructions given therein. Candidates
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
(@us-h)
Long Answer Type Questions
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Note :— Section ‘A’ contains Five (05) long-answer
type questions of Nineteen (19) marks each.
Learners are required to answer any Two (02)
questions only.
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1. Discuss the role of Secretarial Practice in the smooth
functioning of a Business Organization.
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2.  Evaluate the role of Information Technology in Modern

Office Management and Secretarial development.
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3. Write short notes on the following :
(1)  Quorum
(i) Modern Office Equipment
(iii) Decentralization of Office Work

(iv) Office Automation.

(v) Filing
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4. Discuss the importance of Physical and Psychological

Environment in an office.
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5. What is the importance of Record Keeping and Data

Management in modern offices ?
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Section—B
(Tvs-)
Short Answer Type Questions
(1Y I T9) (4%8=32)
Note :— Section ‘B’ contains eight (08) short-answer type
questions of Eight (08) marks each. Learners are
required to answer any Four (04) questions only.
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1. Explain the process of Record Management in modern

offices.
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2. What is the difference between formal and Informal
organization ?
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3. Explain the Role and Responsibilities of a Company

Secretary.
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4. Define ‘Notice’ and ‘Agenda.’
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5. Discuss the Procedure of Conducting a Company

Meeting.
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6.  Write a short note on “Minutes of Meeting.”
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7. What is meant by Dictation and Drafting ?
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8. Explain the types of Company Meetings.
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