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BACHELOR’S DEGREE PROGRAMME

AD)
P~ Term-End Examination
f December, 2015
< (APPLICATION ORIENTED COURSE)
AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT
Time : 2 hours Maximum Marks : 50

Weightage : 70%

Note : (i) Answer any five questions.
(ii) All questions carry equal marks.

1.  Define office management. Explain the functions 3+7
of an office manager.

2. (a) ‘Oral communication ensures speedy action 5+5
in the office’. Comment.

(b) Explain the characteristics of a good
internal communication system.

3.  Discuss the impact of noise in office enviornment. 545
What measures can be taken to reduce this
noise ?

4. Define work measurement in office and explain 2+8
the various techniques of work measurement in
an office.
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5.  Explain the concepts of ‘primary data’ and g+¢
‘secondary data’. State the various stages in data
life cycle.

6.  Asan office manager, what principles should you 10
keep in view while purchasing stationary for the '
office ?

7. Mention any five objectives of filing and explain 5+5
the working of vertical filing system.

8.  Differentiate between open office and private 4+¢
office. What are the advantages of an open office
over the private office ?

9.  Write short notes on any two of the following :  5+5
(@) Record Management
(b)  Cost Reduction and Cost Saving
(¢)  Sound Human Relations in an Organisation
(d) Staff Welfare
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