No. of Printed Pages : 4 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. 248
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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 fwo 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
(¢) Cost Reduction and Cost Saving

8. Write short notes on any two of the following : 5+5
(a) Staff Welfare
(b) Open Office

(¢) Oral Communication
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