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BCOE-144 : OFFICE MANAGEMENT AND
SECRETARIAL PRACTICE

Time : 3 Hours Maximum Marks : 100

Weightate : 70%

Note : Attempt any five questions. All questions

carry equal marks.

1. (a) “Office management is the task of
planning, organizing, coordinating and
controlling the efforts of employees in
the office to achieve the objectives of

office.” Elucidate the statement. 10
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(b) Describe the functions performed by an
office manager for running an office

smoothly. 10

2. What 1s Committee Organisation ?
Enumerate the limitations of a Committee.
How can a Committee be made

effective ? 5+7+8

3. (a) What is Indexing ? Discuss the different

types of indexing. 5+5

(b) How 1s the alphabetical filing system
different from the numerical filing

system ? Explain. 10

4. (a) Explain various steps of requisition and

issue of stationery. 10
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(b) Explain e-mail management strategies
which may be wused for efficient

management of mail. 10

5. (a) “Roles are the expected behaviour of a
job position.” In the light of this
statement, discuss various roles an
office manager 1s expected to play in an

office. 10

(b) What are the duties of an office
manager in relation to top management

and subordinates ? Elucidate. 10

6. (a) What are the different types of online
banking ? Differentiate  between

internet banking and mobile banking.10
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(b) Explain the steps involved in making

online payments. 10

7. (a) Describe the nature of duties of the
Secretary of a modern organisation and
bring out the importance of secretarial

work in that context. 10

(b) Who 1is eligible to be appointed as
Secretary of a government department ?
Briefly explain the administrative and
executive functions of the Secretary of a

government department. 5+5

8. Write short notes on any four of the

following : 4%x5=20
(a) Work from Home (WFH)

(b) Web-conferencing
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(¢) Cloud Storage
(d) Kinds of Office Machine
(e) Digital Publishing Platform
9. Distinguish between any four of the
following : 4%x5=20

(a) Line Organization and Functional

Organization
(b) Saving Account and Current Account

(c) Routine Secretary and Executive

Secretary
(d) Inward Mail and Outward Mail

(e) File and e-File
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1. () “wEdd Yeud § HHAGE o YAEl i

o o

ffsa, Evfed, gufad iR fafa =

el ®, aifer shaier™ & Sedl i U o

ST ek 1" 39 HeYH i TS HifST | 10
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(@) frdl e & go© ®9 § 90 & g

HET Yo R T ST ot Sl 1 o

SIS | 10

. gfgfq 9red s & ? wfafa <) Sad sarew ) gfafa

1 JHTE hY I S TRl & 2 5+7+8

(%) sforgm s § ? sefrm & fafy= gl W

== hifS | 545

(@) AUk TIEfeT Jomel HEATHE HIgier

yumelt ¥ fhd yohr fy=1 ® 2 9uiF Sifstl 10

(%) RId &t A/ & fafy= =1oi ok W' #t

HTEAT HITIT | 10
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(@) 3-Tc YaiuA TOHITaal shi ST shifsia fSent

ST 7A & HIC@ JOEA & fau feman 0

Tehdl T 10

5. (&) “qfierd ARt i frafq w1 oTifim =eRR
" 39 weH & w<d #, ™ wEeE d
FEeE egew g e S oamen fafve
fteRtat] W == RIS 10

(@) MY geEd iR e & wew § T
FHATTT Yei e & o1 hiied § 7 TI HifT |

10

6. () e dfern & fafy= gerR = € ? Sete

SfeRTT 3R Hiemsd SfehTl & S 3Ta Sd3T | 10
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(@) A PaE Yfhan § IMHA =R O @

AT T | 10

(%) Tk YfTh TS @ Afad o HaAT i Fohfd
1 U AT 3R 39 w3 H diee & &
g T YT STfeTu | 10

(@) SR faum & gfga & &9 § 3% a1 &

fouw =F 9rg ¥ 2 fordt wary faum & 9fea

& YRS 3R HrEAERT HrET b &9 § 90

hITSTT | 5+5

frafafes & 4 fosl wr W wfea femfoat

fafem : 4x5=20

(%) NI & (WFH)
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(@) Ae-HIShET

(TT) FI8E WRS (Cloud Storage)

(%) e I & YhR

(%) fefoea ym wiewd

9. Treafafea # 9 fr<dl s # ST Jd3T ;. 4x5=20

() AT TS 3R FHIicHS TS

(@) J=d @l 3R =] Tl

() frafaa gfea IR Frisr ey

(9) 3Tafier Tt iR ol A

(T) Iz 3R I-wEd

X X X X X
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