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BCM(N)-504 Office Management and Secretarial Practices

FATAT Tae (Office Management)

FAGT AMSE FARX FAGT R0 (Office Layout and Office
Environment)

FrterRll wER -1 (Office Correspondence-I)

FIITAAT A1 (Office Correspondence-II)

fafry wmier g/ -1 (Specific Office Documents/Writing-I)

fafsre st yu=/ee -11 (Specific Office Documents/Writing-11)
FITe Al T TRt (Office Records and Register)

ANTAGT T TI-TETE T BIEFAT (Maintenance of Records and Filing)
FHTATeT A qT ST (Office Machines and Equipments)

ECED (Meetings)

SEYeh 371 $TTE T ST (Public Relations and Use of Internet)
aﬁa‘lﬂmaﬁrx@?&r 3 & (Nature and Scope of Secretarial Work)

T § ol wE iR ol wEw (Secretarial Functions in
Organization and Secretarial correspondence)

TOR : YRE U Faiadiheh  d= (Communication: Interpersonal and
Intrapersonal Communication)

AT, eie 37 ST Tamd (Audit, Budget, and Banking Services)




