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1.

All questions are compulsory.

2. Figures to the right indicate full marks.
3.
4. Section A consists of two multiple choice questions. one question to be

There are four sections in the question paper section

answered in a word, phrase or figure and one question to be answered in a
sentence.

Section B consist of three questions of two marks each to be answered in 20-
30 words.

Section C consist of two questions of three marks each to be answered in 50-
60 words.

7. Section D consists of one question of four marks to be answered in 80-100

words.

: SECTION A
A chain of sequential steps involves in the office work and it gives clear guidance about (1
what work 1s to be done is called

a) Joh Scope

b) Planning

¢} Otfice procedure

d) Order
Preparing, planning of office work to bring co-ordination or unity in office work 15 called (1
Wi

a) Othee Management

by Office Administration

¢} Ofhee Environment

d) Othece Controlling

Documents attached to the leter for examples cheques, photo copies of documents 0l

What is filing? ol
SECTION B

Explain importance of office.{two points) 02

Explain any two principles of correspondence., 02

atate any four job scope of office admimstrator., 02
SECTION C

Explain the advantages of office procedure. (3 points) 03

Explain the pnmary functions of an office. 3 points) 03
SECTION D

Explam the procedure of handhing outgoing mail, (4
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