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&Te 2jerey : 3.00 wewtl CrFLD | [ Qs wHutlueTgeT : 90
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Slejemrset : (1) Smarsg lamssephd slwrgs udHeurd o drensT eranLsmen FilLTTsSsH

Instructions :
GOl = ()

(ii)
Note : (i)

Qamerera . S&&HLILF el GapullmLider, amms searsmeanillimerfliLb
o L amqwings Ggfleillgsem.

Beod g smUY owulmar LLHGL  ET(WHSDHGLD
23 &ECsTg(Haugn@Gb LweaU(hds GCalar(Hbd. LLBIGET eUaFeUsnE
QuenFled LiwemI(HSSeLD.

Check the question paper for fairness of printing. If there is any lack of fairness,

inform the Hall Supervisor immediately.

Use Blue or Black ink to write and underline and pencil to draw diagrams.

U@ - 1/ PART -1

SlemenEG NaTTESHERSEGD ellen_iet&seaLb. 15x1=15

Qarhssuul(heTer mrem@ wrHm edenL sefle WEa D eHLjenLul

deLews CsmbsOsss GNUELHLar el uwlmaruyn Cargg
CT(LpSELD.

Answer all the questions.

Choose the most appropriate answer from the given four alternatives and write

the option code and the corresponding answer.
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Coeorareaw, Hlifcurss srsmargmer 2 &5&@EHL 6 CUNeISHE

CummriLT@Lb.

(=1) Qs Qleinssd e (<=),) Beiar Siaeassdlen

(@) WwsUy @ieuesEsdlen (F) wrrbuflu eSS 6

The Management of the __ is responsible for obtaining administrative
accomplishments.

(a) Virtual office (b) Modern office

(c)  Front office (d) Traditional office

FLLID &MMTHE IS @LDGDI'I'GZfb'I'GU)LDéS@ HEDL_(LHEDM Sf@)LIelLD @g,m@_l.
(=) L (=) T(PSS Salg ULl

(@) eMllueaisse (F) sLL&s Qe

Legal office Management requires practical experience.

(a) Law (b)  Writing

(c) Dictating (d) Typing

T &EuTlq QeI QULPBIGEH M.

(=) FrlusLd (=) @Qunens sTHCHTLL LD

(@) srmom HLpHS] (/F) GQewumens sTHGHITLL LD

Air conditioner provides .

(a) Humidity (b) Natural Ventilation

(c) Air Circulation (d) Artificial Ventilation

IhGEOT (S, ‘Qc,]l'_l_Lé]l_l;lul'_l_, SETEUGMLDLIL| SE)IEUGSHLD &G LI HETenLD&SENETE

Caran(® eumE .

(<) QUG EHENSWITETITSET (<) uewflwmeriger

(@) Cuwevmerraer (/F) Qeueflumrser

A well planned layout brings a number of benefits to the office and to the

(a) Customers (b) Employees

() Manager (d) Outsiders

gereurLmiser _ Gemhmsdlen gl ule) euansliu(BHiSSemiD.

(=) safl pu (=) Blmeuaid (D) 5w (FF) oamryd gnig
Furniture can be classified on the basis of appearance.

(a) Individual (b) Company () Group (d) Physical
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auanflasll Ligeimiser wHmb udle|seailer allgeuambliL) wHMID WHUILTLG| pPELD
Garilphueers el CuobuBSSLILBD @ beiar cuailasdl L b
T DHMLPSHILMHE MG
(=) udley CFgeD (<) sLLsprdl
(@) udleyser Cevmerento (FF) Gamidien

A modern business program that embraces filing and is improved by the design and review
of business forms and records is known as

(@) Record keeping (b) Indexing
() Records management (d) Filing

2l@ieuend Cueramend GleT6LTmeT o higheEhsE Wsa|b CHenelwme
UPEGHDS.

(<=1) @Qubldwed GL b (<) Calliy @LLb
(@) GuerClummer @)L b (/) sewllefl QLD
Office Management software gives you much needed

(a) Physical space (b) Storage space
(c) Software space (d) Computer space

o Wbl L flfeurssdled wlHGw NBlCurdssiuLemb.

(=) Qaratens eaGuw(h (=) oo evaGuwi(®

(@) <eues asGw () Blmeuamhiser ensGuwi(h
may be distributed only at the top level management.

(a) Policy manual (b) Department manual

(c) Office manual (d) Organisations manual

BoJe DADICUMSHRIGET germ o 1 a1 Qewdu@Eleammer.

(=) QFTHE eLIL|S6T (<) Carpg ClsmeTans

(@) Cerbg aldlser () Gerbsg euigeuld

Modern Offices are functioning with its

(@) Own Systems (b) Own Policy

() Own Rules (d) Own Structure
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10.

12.

STI6e|S SETLD GTETLIG)

(<) Hurmssopp e (=) PUESDLESLILLTS 570
(@) ellemeucvaer (FF) @R(PEISMLESLILILL. ST6]
A database is collection of

(a) Irrelevant Data (b) Unorganized Data

() Queries (d) Logically Related Data

wpaaremns FHne|Casred aulluirs Qream®h =i LelneTEHamer @aTmTs
@eeanssl LwuaTUHH D).

(=1) Ceuafls HmeyGara

(<) psamenn gme|Gare

(8) @eeariy wsammws SneiCard
(rF)

@eants e Gamed
is used to link two tables together via the Primary key.

a) Foreign Key

o>

Primary Key
c¢) Composite Primary Key

o~ o~ o~ o~

£

Composite Key

SMarSg @QBH umISG@EHD _ o Lem GumliiguiL Geuemrigw &L Tulbd
gouUL(heTerg).

(S1) 205 aumdl  (),) Sire eumid (@) W eumid (/F) femeu eumidl
All Indian Banks are forced to compete with .

(a) World Bank (b) Govt. Bank (c) Other Bank (d) Reserve Bank

__________ Qurgieurs GnHwu ST, FHSSTLTT, BTl STe MeuliLseTTsL
WflssluBh Sermae.
(1) BLLUL eneuliL (=) QarLiT eneuliLy
(@) foliy sTeL eveuLiLy (FF) ST eveuliL
are normally divided into short term, medium term, long term deposits.
(a) Current Deposit (b)  Recurring Deposit

(c) Special Term Deposit (d) Term Deposit
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14. aearug o flar s Ceuswrs eueTihg eu@d CUmTmeTTsTy
BL_GllgHamasare) earnm@ld. @ eraflu wpanmulle sseucsamer LiGeum Hlanesafle
uflmhniesHE 2 56i8ng.
(=) sseue Camium( (<=4) ss6ued Gsmpled HIL LD
(@) Qe Crymser (/) sseugussTer Cam_um(

One of the world’s fastest growing economic activities, which envisages easier flow of
information at various levels in the desired pattern is

(@) Information Theory (b) Information Technology
(c) Internet Times (d) Informative Theory

15. Blneuambiger smger sml HlneuarsSer Coameusaer L (HGCW L TsH
Qawidlermer wHmID Gelell euTiqSensWTaTis@EhssETar CFameLsHamaT cuLPMHIEGedleane.
(=) wemenmml_(h HlmieleThiSeT (<) @BSlw Caeneu euOIBTSHET
(@) SME (FF) 2 esammel 2 6T enlowkiGeT

Organization caters to the needs of the Parent Company only and does not
serve external clients.

(@) Multinational Companies (b) Indian Service Providers

(c) SME (d) Global In-house Centres

L@&3 - 11/ PART - 11

@MY : etemeuCuend LSG NaTssErsE el walldseyb. eblerm erem 28 -&@
SLLmuwns adlenL Weil&sea|m. 10x3=30

Note : Answer any ten questions. Question No. 28 is Compulsory.

16. sralum@gdler GHsGasrarsamer L iqwal(hs.

List out the objectives of Automation.

17. eies Gemeri ereiu(pLIeUT Wi ?
Who is the Office Manager ?

18. SPIGIDS GHLOME GUMTWIMNISSE]|LD.

Define the term Office Environment.
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19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

S SeTeUTL_BISET 6UlqaIenLOLIL| GTETMTE 6TETET ?

What is new Furniture design ?

S@leues er(pgLiburmlsear updl Hmn @Gl euemys.

Write a short note on office stationery.

udleyseilen euansser Wmenel ?

What are the types of records ?

2APEUGHSZIFD LDHl Fm GHILLY uamrs.

Write short notes on Aesthetics.

ABW eTedimmed 6Teomeot ?

What is ABW ?

DIDICUDE SEDLIL| OOHMILD HENL (LPENMSET GTEIMTC) 6T 660 ?

What is meant by office System and Procedures ?

ST6Y SETHH 2 6TeT HT6| CUMEHNET eUaSLILI(HSS6]LD.
Classify data types in database.

W cukid Srejser LD @ GOILIL cuers.

Write a short note on Core banking solutions.

auemflas Aeweaour@seflar Ceuaisbaramie) Caameusatier (BPO) wpadli Caanaisemer

T (PGS,
Write important BPO Services.

Sidleysrt QFuourhsEpsstear CeuelsbsmanTie] cremmme eremer ?

What is knowledge process Outsourcing ?
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LU@&S - 11/ PART - III

@Ml : etemeuCuienid WK lamssErsE e well&gsa)n. elarm ereawr 35 -&@

SL_Lmuwng olen wefl&Esa|b. 5x5=25

Note : Answer any five questions. Question No. 35 is Compulsory.

29.

30.

31.

32.

33.

34.

35.

S@leud Coramewuier euamssamer el

Explain the types of Office Management.

SDICUDS FHETEUTL_BIGKETI6T LILIGTSET Wreneu ?

What are the uses of office furniture ?

eLWILURSSLIULL bomb ureersstulL CarilbLalear Ceaumur@hseaer
Neuflés.

What are the differences between centralized and decentralized filing ?

IT-BPM Ggmiflegienmullen L eniolil] 6T (LpGIs.
Write structure of the IT-BPM Industry.

2 WQrWsg FLEITS erann LsSns elleurlss.

Explain the term Vowel Index.

GO euenrs

(=) QFTLieneuliLis HeursEger

(<)) FpliLssTe emeulilg S EaHer
Write notes on :

(@) Recurring Deposits

(b) Special Term Deposits

SQelns QL ambliau @mdls Csrey ewleugna@ wer Dearunm CeuamTig.u
STTEOTSET WTenel ?

What are the factors that should be considered before making the final choice of location of
office building.
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L@&3l - IV /PART - IV
GO : Semensgl NaTaEsErdh@n el waflsseab. 2x10=20
Note : Answer all the questions.
36. (=) <ieuesds Cueramenuier pasdlwsgeld wHmb Leasilgmer afleurl.
S|V
(<) erpgILCurmlsatlen Caiea) LHMID CsTaTipsd LHDH eleTHEs.
(a) Explain the importance and functions of Office Management.

OR

(b)  Explain the selection and purchasing of stationery.

37. (=) BYOD up elfleurs ellerdseyid.

S|V
(<) S L euenarsEhsE Qe Gl 2 me sHemeT 2 (Hauls@Gg 0 WHMID SH(HSSISe LD
clers@s.
(a) Explain in detail about BYOD.

OR
(b) Explain about creating and editing relationship between tables.

-00o0-



