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Office Management

Paper  - I, II

uksV %& izR;sd [k.M ls iwNs x;s iz'uksa ds vad leku gSA izR;sd [k.M dk mÙkj uohu i`"B ls izkjEHk djsaA leLr iz'uksa dks vfuok;Zr%

gy djsaA mÙkj iqfLrdk dh la[;k lkekU;r% 16 i"̀B ls vf/kd u gksA fo|kFkhZ }kjk Lo;a dh gLrfyfi esa mÙkj fy[kuk vfuok;Z

gSA fo|kFkhZ mÙkj iqfLrdk dk izFke ì"B fo'ofo|ky; dh osclkbV www.bubhopal.ac.in ls izkIr djsaA ¼izR;sd iz'u dk mÙkj

lkekU;r% 250 'kCnksa ls vf/kd u gksaA½

Note :- All questions from each section carry equal marks. All questions are compulsory and answer limit are approximately

250 words. Start the answer of each section from new page. Maximum limit of pages of answer booklet are

approximately 16 pages. Answer should be written by the student in his/her own handwriting mandatory. The

first page of answersheet should be download by the student from university website www.bubhopal.ac.in is

mandatory.

[k.M ^v*/Section-A

(Secretarial Practice)

[Maximum Marks : 40

1. Discuss the rights and duties of Secretary.

lfpo ds vf/kdkj vkSj drZO;ksa dh foospuk dhft,A

2. What is office system ? How it is framed ?

dk;kZy; iz.kkyh D;k gksrh gSa \ ;g dSls curk gSa \

[k.M ^c*/Section-B

(Advanced Stenography with Computer)

[Maximum Marks : 40

3. What kind of knowledge is expected of a typist to type a manuscript ? Explain.

VkbfiLV esa gLrfyfi Vkbi djus esa fdl izdkj dh tkudkjh pkgh tkrh gS \ le>kb;sA

4. What is advanced phreseography ? Discuss rules of advanced phreseography.

fo'ks"k okD;ka'k D;k gksrs gSa \ fo'ks"k okD;ka'k ds fu;eksa dh foospuk dhft,A
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