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BACHELOR’S DEGREE
PROGRAMME (BDP)
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December, 2025

AOM-1 : OFFICE ORGANIZATION AND
MANAGEMENT

Time : 2 Hours Maximum Marks : 50

Weightage : 70%

Note : Answer any five questions. All questions

carry equal marks.

1. Define office management. Explain the

functions of an office manager. 3+7

2. (a) “Oral communication ensures speedy

action in the office.” Comment. 5

(b) Explain the characteristics of a good

internal communication system. 5
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Define work measurement in the office and
explain the various techniques of work
measurement in an office. 2+8
Describe the relative advantages and
disadvantages of computerization of office
work. 10
Discuss various factors to be kept in mind
while deciding office mechanization. 10
Differentiate between centralized and
decentralized purchase of stationery.
Describe the procedure involved in the
purchase of office stationery. 5+5
Distinguish between any two of the

following : 5+5
(a) Alphabetical filing and Numerical filing
(b) Computer Hardware and Software

(¢) Data and Information

Briefly comment on any two of the following :
5+5
(a) Office managers tackle the necessary

tasks to keep small and large

businesses running.
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(b) Important characteristics of
Committees are that they are delegated
definite responsibility and authority for

doing a specific job.

(¢) A vertical file is a collection of material,
such as news clippings, booklets, maps,

pictures, pamphlets.

(d) Data processing 1is the task of
converting data from a given form to a

much more usable and desired form.

9. Write short notes on any two of the
following : 5+5
(a) E-mail
(b) Flow Process Chart
(¢) Disposal of Records
(d) Concept of Time Study
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