
AOM-01 1   P.T.O. 

 AOM-01  

BACHELOR’S DEGREE PROGRAMME 

Term-End Examination 

December, 2021 

(APPLICATION ORIENTED COURSE) 

AOM-01 : OFFICE ORGANIZATION AND 

MANAGEMENT  

Time : 2 hours                            Maximum Marks : 50 

  (Weightage : 70%) 

Note :   Attempt any five questions. All questions carry 

equal marks. 

1. What is meant by office supervision ? What are 

the qualities of an effective office supervisor ?   3+7 

2. As an office manager, what principles should you 

keep in view while purchasing stationery for the 

office ? 10 

3. Mention any five objectives of filing and explain 

the working of vertical filing system. 5+5 

4. Define work measurement in office and explain 

the various techniques of work measurement in 

an office. 2+8 

No. of Printed Pages : 4 
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5. What do you understand by ‘centralised’ mail 

service ? Discuss the nature and importance of 

mail services.  3+7 

6. Briefly comment on any two of the following : 5+5 

(a) Office management is very important for 

the achievement of organizational goals.  

(b) Work From Home (WFH) is a concept where 

the employee can do his or her job from 

home. 

(c) A filing system allows a business to keep 

track of important documents and find them 

quickly and easily when they are needed.    

7. Distinguish between any two of the following : 5+5 

(a) Hardware and Software used in office 

(b) System and Procedure 

(c) Cost Reduction and Cost Saving  

8. Write short notes on any two of the following : 5+5 

(a) Staff Welfare   

(b) Open Office 

(c) Oral Communication 
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 E.Amo.E‘.-01  

ñZmVH$ Cnm{Y H$m`©H«$_ 

gÌm§V narjm 

{Xgå~a,  2021  
 

(ì¶dhma‘ybH$ nmR>çH«$‘) 

E.Amo.E‘.-01 : H$m¶m©b¶ g§JR>Z Am¡a à~§Y 

g_` : 2 KÊQ>o  A{YH$V_ A§H$ : 50 

 (Hw$b H$m : 70%) 

ZmoQ> :  {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & g^r àíZm| Ho$ A§H$  

g‘mZ h¢ & 

1. H$m¶m©b¶ n ©̀dojU go Š`m VmËn`© h¡ ? EH$ à^mdr H$m`m©b` 

n`©dojH$ Ho$ {bE Š`m JwU Amdí`H$ h¢ ?  3+7 

2. H$m`m©b` à~ÝYH$ Ho$ ê$n _|, H$m`m©b` Ho$ {bE ñQ>oeZar 

IarXVo g_` Amn {H$Z {gÕm§Vm| H$mo Ü`mZ _| aI|Jo ?    10 

3. \$mBqbJ Ho$ {H$Ýht nm±M CÔoí`m| H$m CëboI H$s{OE VWm 

I‹S>r \$mBb nÕ{V H$s H$m`©{d{Y H$s ì`m»`m H$s{OE & 5+5 

4. H$m`m©b` Ho$ H$m`© _mnZ H$s n[a^mfm Xr{OE VWm H$m`m©b` 

Ho$ H$m`© _mnZ H$s {d{^Þ à{d{Y`m| H$s ì`m»`m H$s{OE & 2+8 
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5. ‘Ho$pÝÐV’ S>mH$ godm go Amn Š`m g_PVo h¢ ? S>mH$ godmAm| 

H$s àH¥${V Am¡a _hÎd H$s MMm© H$s{OE & 3+7 

6. {ZåZ{b{IV _| go {H$Ýht Xmo  na g§jon _| {Q>ßnUr H$s{OE : 5+5 

(H$) g§JR>ZmË_H$ bú`m| H$s àm{ßV Ho$ {bE H$m`m©b` 
à~§YZ ~hþV _hÎdnyU© h¡ &   

(I) Ka go H$m`© (Work From Home) EH$ AdYmaUm h¡ 
Ohm± H$_©Mmar Ka go AnZm H$m_ H$a gH$Vm h¡ &  

(J) EH$ \$mBqbJ {gñQ>_ EH$ ì`dgm` Ho$ _hÎdnyU© 
XñVmdoOm| H$m Q´>¡H$ aIZo Am¡a CÝh| OëXr Am¡a AmgmZr go 
Ty>±‹T>Zo H$s AZw_{V XoVm h¡ O~ CZH$s µOê$aV hmoVr h¡ &  

7. {ZåZ{b{IV _| go {H$Ýht Xmo  _| A§Va ñnï> H$s{OE : 5+5 

(H$) Am°{\$g _| hmS>©dò a Am¡a gm°âQ>do`a H$m Cn`moJ 

(I) H$m`©àUmbr VWm H$m ©̀{d{Y 

(J) bmJV _| H$_r Am¡a bmJV _| ~MV  

8. {ZåZ{b{IV _| go {H$Ýht Xmo  na g§{já {Q>ßn{U`m± {b{IE : 5+5 

(H$) H$_©Mmar H$ë`mU 

(I) Iwbm H$m`m©b` 

(J) _m¡{IH$ gåàofU 

 


