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Office Management (Skill Enhancement Course)

Time: 1:00 Hours
Instructions:
1. All questions are compulsory.
2. Figures to the right indicate marks.
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What is office management? Explain elements of office management.

OR

Explain qualification and quality of office management.

What is male management? Explain types of mailing service.
OR

Explain advantages and disadvantages modern office equipment.

Write short note on record retention rules.
OR

Write short note on types of mechanism.
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