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B.Com. Semester - 3 (NEP-2020) Examination
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Office Management (Skill Enhancement Course)

Time: 1:00 Hours Marks: 25
Instructions:
1. All questions are compulsory.
2. Figures to the right indicate marks.
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Que.1l Explain the Functions of Office management. (10)
OR
Que.1l Explain the Qualifications and qualities of office manager.
Que.2 What is the mail management? Explain the types of mailing service. (10)
OR
Que.2 Explain the importance of mailing service.
Que.3 Explain the need indexing in brief. (05)
OR

Que.3 Discuss the advantages of office mechanization.
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