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Office Management
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ENGLISH VERSION

Answer the Following. (Any 5)

What is the meaning of office work?

Explain the importance of office functions in an organization.

Define the concept of administrative office management.

What are the principles of scientific management?

Explain the role of information management in office management.
What is the purpose of a paperless office?

Discuss the importance of office management in modern organizations.

Discuss the concept and importance of office work in achieving
organizational goals.

OR
Explain the concept of scientific management in office work.

Discuss the changing office scene and its impact on office management.
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