Total Printed Page : 08 Roll No..........

CCOM-01
Office Management / iidk;ky; 1cU/kk

Certificate Course in Office Management
(CCOM-16/17)

Examination - 2019

Time: 3 Hours Max. Marks: 80

Note:- This paper is of eighty (80) marks divided
into three (03) sections. Learners are required to
attempt the questions contained in these sections

according to the detailed instructions given therein.
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Section-A f[k.M&d}
(Long Answer Type Question) /inh?k mUkjk oky: 1:"uk

Note:- Section ‘A’ contains four (04) long-answer-type
questions of Nineteen (19) marks each. Learners
are required to answer any two (02) questions only.

(2x19=38)
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1. What do you mean office management?
Explain its essential elements. Describe the

functions of the office manager.
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2. What are the advantages of office
organization? What steps will you take to

organize the work of your office? Explain.
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3. What is mean by office repot? Explain the
main points to be considered in drafting an

office report.
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4, Explain the causes of grievances in office.
What are the desirable features of grievances

procedure?
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Section-B I[k.-M&[k#
(Short Answer Type Question) /%y?k mUkjk oky: "l

Note:- Section ‘B’ contains eight (08) short answer
type questions of Eight (08) marks each.
Learners are required to answer four
(04) questions only. Answers of these
questions must be restricted to two hundred

fifty (250) words approximately. (4x8=32)
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Challenges That the Office Will Face in the

Near Future.
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Advantages of Sound Office Systems.
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Methods of Maintaining Control on Quality of
Office Work.
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Procedure for Handling Outward Mail.
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Principles of Effective Communication.
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6. Essentials of an Efficient System of Record
Management.
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7. Characteristics of Good Duplicating System.
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8. Procedure for Controlling and Regulating the

Consumption of Stationery.
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Note:- Section ‘C’ contains ten (10) objective type
questions of One (01) marks each. All the
questions of this section are compulsory.

(10x1=10)
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Fill in the blanks with appropriate words or phrases:
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1. A planned sequence of operations for handling

recurring jobs is called ............
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2. The details of a completed tasks in a meeting
is called ............
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3. Dictating machine used by executives for

drafting of letters is called ............
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4. A written request for issue of different items of
stationery signed by an authorized person is
called. ............
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The software which controls the functioning of

the computer is called ............
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Write true of false against the following:
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6.

Exchange of information and messages
between the organization and its outside

contacts is known as formal communication.
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The main objective of office layout is the

maximum utilization of human resources.
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Remarks written on t he note sheet is called
Office Order.
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9. Central Processing Unit is called as heart of

computer system.
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10.  Assigning a code number or symbol on each
letter to facilitate future reference is called

referencing.
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