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RAN-2308000601060009
B.Com. (Sem. - I) Examination November - 2025

SEC-Office Management

 [ Total Marks: 25

k|Q“p : / Instructions

(1) D‘fp¡¼s v$ip®h¡g rhNsp¡ DÑfhlu ‘f Ahíe gMhu.

 Fill up strictly the above details on your answer book.

Seat No.:

Student’s Signature

â.1.  V|„L$p âñp¡. (7 dp„’u 5 gMp¡)   (10)
 1. Lp$ep®ge“p b¡ dy¿e Lp$ep£ S>Zphp¡.
 2. k„õ’pdp„ Lp$ep®ge âb„^L$ “u c|rdLp$ iy„ R>¡?
 3. ""h¥opr“L$ Lp$ep®ge ìehõ’p‘“'' “u ìep¿ep Ap‘p¡.
 4. ìehkpe dpV$¡ Lp$ep®ge“y„ õ’p“ L$¡d dlÐh“y„ R>¡?
 5. rkõV$çk A“¡ âq¾$epAp¡“p AdguL$fZdp„ Lp$ep®ge âb„^L$ L$¡hu fus¡ ep¡Nvp$“ Ap‘¡ R>¡?
 6. L$¡[ÞÖs A“¡ rhL$¡[ÞÖs apBtgN rkõV$ddp„ iy„ saphs R>¡?
 7. Lp$ep®ge ‘qf[õ’rsdp„ ""gpNs ÅN©rs rhL$kphhu"" “p¡ A’® iy„ R>¡?

â.2.  gp„bp âñp¡.     (15)
  Lp$ep®ge ìehõ’p‘““p OV$Lp¡$ “¡ rhNshpf kdÅhp¡. Ap OV$Lp¡$ L$¡hu fus¡ Lp$ep®ge“p öp¡sp¡ A“¡ 

âh©rÑAp¡“p AkfLp$fL$ k„Qpg“ dpV$¡ kp’¡ dmu“¡ Lp$e® L$f¡ R>¡ s¡ kdÅhp¡.
A’hp

  “uQ¡“p S>hpbp¡ gMp¡.
 a) h¥opr“L$ ìehõ’p‘“ A“¡ Lp$ep®ge hluhV$ hÃQ¡“p k„b„^“p¡ ‘qfQe Ap‘p¡. hluhVu$ âq¾$epAp¡dp„  (08) 

ky^pfp¡ L$fhp h¥opr“L$ ìehõ’p‘““p rkÙp„sp¡ L$¡hu fus¡ gpNy L$fu iLp$e?
 b) Lp$ep®ge“p¡ l¡sy rhíg¡jZ L$fp¡ A“¡ s¡ L$¡hu fus¡ k„õ’p“p l¡syAp¡ kp’¡ k„L$rgs ’pe R>¡ s¡  (07) 

kdÅhp¡. sdpfp S>hpb“¡ Dvp$lfZp¡’u õ‘ô$ L$fp¡.

ENGLISH VERSION

Q.1.  Short Questions. (Answer 5 out of 7)  (10)

 1. List two primary functions of an office.

 2. What is the role of an office manager in an organization?

 3. Define “scientific office management.”

 4. Why is the location of an office important for a business?

 5. How does an office manager contribute to the implementation of systems  
and procedures?

 6. What is the difference between centralized and decentralized filing systems?

 7. What does “developing cost consciousness” mean in an office setting?
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Q.2.  Long Questions.   (15)
  Explore the elements of office management in detail. How do these elements work 

together to ensure the effective management of office resources and activities?
OR

  Write Following Answers

 a) Examine the relationship between scientific management and office administration.  (08) 
How can scientific management principles be applied to improve administrative 
processes?

 b) Analyze the purpose of an office and how it aligns with the goals of an organization.  (07) 
Provide examples to illustrate your points.


