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Time: 2:30 Hours
Instructions:
1. All questions are compulsory.
2. Figures to the right indicate marks.
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Que-1 Define the office. Discuss the function of on office. (20)
OR
Que-1 (A) State the Importance of office management. (10)
(B) State the qualities and qualifications of office manager. (10)
Que-2 Define the filing. Discuss the centralized filling and decentralized filing. (20)
OR
Que-2 (A) Define the Indexing Explaing the Importance of Indexing. (10)
(B) Explain the objectives and characteristics of filing. (10)
Que-3 Explain the objectives and Importance of office mechanization. (15)
OR
Que-3 | Write Short Notes. (Any three) (15)
(1) Photo copier
(2) Telephone
(3) Mobile
(4) Audio Visual aids
Que-4 Explain the meaning and Types of Banking facilities. (15)
OR
Que-4 (A) Explain the term ‘ATM’ (Automated Teller Machine). (07)
(B) Discuss the Importance of Banking facilities. (08)
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