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CCOM-01 
Office Management / ¼dk;kZy; izcU/k½ 

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. 

uksV%& ;g iz'u&i= vLlh ¼80½ vadksa dk gS tks rhu ¼03½ 

[k.Mksa esa foHkkftr gSA f”k{kkfFkZ;ksa dks bu [k.Mksa esa fn, x, 

foLr`r funsZ”kksa ds vuqlkj gh iz”uksa ds mRrj nhft,A 

 
Section-A ¼[k.M&d½ 

(Long Answer Type Question) / ¼nh?kZ mÙkjksa okys iz'u½ 
 

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. 

         (2×19=38) 
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uksV%& [k.M ^d* esa pkj ¼04½ nh?kZ mÙkjh; iz'u fn;s x;s gSaA 

izR;sd iz'u ds fy, mUuhl ¼19½ vad fu/kkZfjr gSaA 

f'k{kkfFkZ;ksa dks buesa ls dsoy nks ¼02½ iz'uksa ds mÙkj 

nsus gSaA 

 
1. What do you mean office management? 

Explain its essential elements. Describe the 

functions of the office manager. 

dk;kZy; izca/k ls vkidk D;k vfHkizk; gS\ blds 

vko”;d rRoksa dh O;k[;k dhft,A dk;kZy; izca/kd 

ds dk;ksZa dk o.kZu dhft,A 

 
2. What are the advantages of office 

organization? What steps will you take to 

organize the work of your office? Explain. 

dk;kZy; laxBu cukus ds D;k YkkHk gS\ vki vius 

dk;kZy; dk laxBu cukus ds fy, D;k&D;k dne 

mBk,axasA O;k[;k dhft,A 

 
3. What is mean by office repot? Explain the 

main points to be considered in drafting an 

office report. 
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dk;kZy; izfrosnu ls D;k vfHkizk; gS\ izfrosnu 

fy[krs le; ftu eq[; ckrksa dk /;ku j[kuk pkfg,] 

mudh O;k[;k dhft,A 

 
4. Explain the causes of grievances in office. 

What are the desirable features of grievances 

procedure? 

dk;kZy; esa f”kdk;rksa ds dkj.kksa dh O;k[;k dhft,A 

f”kdk;r fuokj.k izfØ;k ds okaNuh; xq.k dkSu&dkSu 

ls gS\ 

 
Section-B ¼[k.M&[k½ 

(Short Answer Type Question) / ¼y?kq mÙkjksa okys iz'u½ 

 
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.       (4×8=32) 

uksV%&  [k.M ^[k* esa vkB ¼08½ y?kq mÙkjksa okys iz'u fn;s 

x;s gSaA izR;sd iz'u ds fy, vkB ¼08½ vad fu/kkZfjr 
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gSaA f'k{kkfFkZ;ksa dks buesa ls dsoy pkj ¼04½ iz'uksa ds 

mÙkj nsus gSaA izR;sd iz”u dk mÙkj nks lkS ipkl 

¼250½ “kCnksa ls vf/kd ugha gksuk pkfg,A 

 

1. Challenges That the Office Will Face in the 

Near Future. 

fudV Hkfo’; esa dk;kZy;ksa ds lEeq[k vkus okyh 

pqukSfr;k¡A 

 
2. Advantages of Sound Office Systems. 

lqí<+ dk;kZy;&O;oLFkk ds ykHkA 

 

3. Methods of Maintaining Control on Quality of 

Office Work. 

dk;kZy;&dk;Z dh xq.koRrk ij fu;a=.k j[kus dh 

fof/k;k¡A 

 
4. Procedure for Handling Outward Mail. 

Ckgj tkus okyh Mkd dh O;oLFkkA 

 

5. Principles of Effective Communication. 

izHkkoiw.kZ lEisz’k.k ds fl)karA 
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6. Essentials of an Efficient System of Record 

Management. 

 dq”ky fjdkWMZ izca/ku iz.kkyh ds vko”;d rRoA 

 
7. Characteristics of Good Duplicating System. 

 Js’B cgq&izfrfyfidju iz.kkyh dh fo”ks’krk,¡A 

 

8. Procedure for Controlling and Regulating the 

Consumption of Stationery. 

LVs”kujh dh [kir dks fu;af=r o fofu;fer djus 

dh izfØ;kA 

 

Section-C ¼[k.M&x½ 
(Objective Type Questions) / ¼oLrqfu"B iz'u½ 

 
Note:-  Section ‘C’ contains ten (10) objective type 

questions of One (01) marks each. All the 

questions of this section are compulsory. 

                     (10×1=10) 

uksV%&  [k.M ^x* esa nl ¼10½ oLrqfu"B iz'u fn;s x;s gSa] 

izR;sd iz'u ds fy, ,d ¼01½ vad fu/kkZfjr gSaA bl 

[k.M ds lHkh iz'u vfuok;Z gSaA 
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Fill in the blanks with appropriate words or phrases: 
mfpr “kCn ;k okD;ka”k ds lkFk fjDr LFkkuksa dh iwfrZ 

dhft,A 
1. A planned sequence of operations for handling 

recurring jobs is called ………… 

 Ckkj&ckj fd;s tkus okys dk;ksZa ds fy, fØ;kvksa dk 

fu;ksftr Øe] ………… dgykrk gS\ 

2. The details of a completed tasks in a meeting 

is called ………… 

cSBd esa iwjs fd;s tkus okys dk;ksZa dk fooj.k 

………… dgykrk gS 

3. Dictating machine used by executives for 

drafting of letters is called ………… 

,slh e”khu ftldk iz;ksx vf/kdkfj;ksa }kjk Jqrys[k 

fy[kokus ds fy, fd;k tkrk gS ………. dgykrh gSA 

4. A written request for issue of different items of 

stationery signed by an authorized person is 

called. ………… 

fdlh vf/kd`r O;fDr }kjk gLrk{kj djds fyf[kr 

:i ls LVs”kujh dh ek¡x dh izkFkZuk ….. dgykrh gSA 
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5. The software which controls the functioning of 

the computer is called ………… 

og lkW¶Vos;j ftlds }kjk daI;wVj ds dk;ksZa dks 

fu;af=r fd;k tkrk gS] ………… dgykrk gSA 

Write true of false against the following: 

fuEufyf[kr ds lkeus lR; ;k vlR; fyf[k,A 

6. Exchange of information and messages 

between the organization and its outside 

contacts is known as formal communication. 

 laxBu vkSj ckgjh O;fDr;ksa ds e/; lwpukvksa o 

lans”kksa dk vknku&iznku djuk vkSipkfjd lEizs’k.k 

ds :i esa tkuk tkrk gSA 

7. The main objective of office layout is the 

maximum utilization of human resources. 

dk;kZy; vfHkU;kl dk eq[; mís”; ekuo lalk/ku 

dk vuqdwyre mi;ksx djuk gksrk gSA 

8. Remarks written on t he note sheet is called 

Office Order. 

uksV”khV ij vfHkfyf[kr vfHk;qfDr;ka dk;kZy; vkns”k 

dgykrh gSA 
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9. Central Processing Unit is called as heart of 

computer system. 

lsaVªy izkslsflax ;wfuV daI;wVj iz.kkyh dk fny  

dgykrk gSA 

10. Assigning a code number or symbol on each 

letter to facilitate future reference is called 

referencing. 

Hkfo”; esa lqfo/kk ds fy, izR;sd i= ij ,d dkWM 

uacj ;k fpUg vafdr djuk lUnHkZ nsuk dgykrk gSA 

 
 

***** 


