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Q-1 Define the meaning of Office, discuss the office Primary function and Administrative
Function of Office (19)
g4l Or
Waelid stledel w8 wup s, whds sileran sl epandl (1©)
Q-1 Define the meaning of Office, Describe the office challenges (1%
U2 WA vi2d 3 7 el AWl vusla-) weeel] wuondl (19)
Q-2 What is the Management? Explain the Management Level with diagram an
»ydl  Or
URA:2 AidAAL Righididl (Goid 2l 51 _ (19)
Q-2 Explain the principal of Management (17)
uat:3  sillesal g Hee [Botd seudi (19)
Q-3 Discuss the Importance of Office Forms (17
44, Or
URA:3 A2 a0, wonser oo, aiolidls st Ao wHondl. (19)
Q-3 Explain the Number filling, Alphabetic Filling, Geographically Filling. an
URAY  25lH Qull (014 d &) (19)

Write the Short note (Any two)

q. L [0l Finance Department

2. Ulsddld [Asu0L Personnel Department
3. $legd siuiay Central Office

4. vidle (Aol Purchase Department
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