
(Pages : 2)

Reg. No. :

Name :

Time : 3 Hours

SECTION - A
Answer all questions. Each question carries 1 mark.

1. What is meant by olfice lay out ?

2. Define office.

3. What is meant by oral communicalion ?

4. What is C.v. ?

5. Define testimony.

-- 6. What is quotation ?

7. What do you mean by business report ?

L Write any two qualities ol an office manager.

9. What is proxemics ?

10. What is kinesics ?

SECTION - B

Answer any 8 questions. Each question carries 2 marks.

'I 1. What is grapevine communication ?

12. State any two advantages of written communication.

13. What is a circular letter ?
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14. What are visual aids ?

'15. What is meant by ollice management ?

16. Define orientation interview.

17. What are the types of listening ?

18. Deline record keeping.

19. What is meant by indexing ?

20. what is posi script ?

21. What do you mean by notice ?

22. What are the advantages ol good filing system ? (8x2=16 Marks)
, 

SECTION - C

Answer any 6 questions. Each qugstion carries 4 marks.

23. Write any tour lunctions of an ottice.

24. Explain communication process.

25. What are the principles of record managemont ?

26. Explain different typ6s of indexing.

27. What are the objectives of otfice layout ?

28. What is an appointment order ? What are its contents ?

29. Explain iransactional analysis.

30. What are ditferent types of reports ?

31 . State the essential characteristics of a business letter. (6x4=24 Marks)

SECTION - D

Answer any two questions. Each question carries 15 marks.

32. Define communication. What are the barriers to etfective communication ?

33. Deline interview. Explain different types of interviews.

34. Explain the impo.tance ol otfice management.

35. Write a complaint letter stating damaged condition ot goods. (2x15=30 Marks)


