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UNIVERSITY OF NORTH BENGAL

SEC 1st Semester Examination, 2024

SEC - POOASEC107-COMMERCE
MODERN OFFICE MANAGEMENT

Time Allotted: 2 Hours
The figures in the margin indicate full marks.

GROUP-A / fAetl-% / ag-&

s Answer any five questions:

fRsfRe Q-@ obH avim Ted e
% leraer e ST o —

(a) What is ‘indexing’?
‘Indexing” FICE I ?
Indexing H & ? |
(b) Name the different types of furniture used in office.
Office-9 IS ST LRI PRI T -
e v g AT YR TfTaRe! T e |
(c) What is ‘Centralized filing’?
‘Centralized filing’ €3 WA & 9
Centralized filing % & ?
(d) Define Mailing Service.
Mailing Service-43 IR wis|
Mailing Service SaTEaT T8N |
(¢) What do you understand by internal communication?
‘Internal Communication’-&% T &2
U B TR Tel $ IFIE 0 ?
(f) What is the meaning of the term “flow of work’?
‘Flow of work® F1C8 & Q@RI ?
‘Flow of work’ & 37f ATCTEN |
(g) Define decentralization of authority.
‘Decentralization of authority’-4% K&l e
‘Decentralization of authority’ TG THEN |

GROUP-B/ fd@ni-4 / wE-®
2; Answer any three questions:

e @-ta fomfs e Tea wies
G efaeT AT ST A —

(a) Describe the functions of a modern office.
Modem office-47 Fmfae] adfal w41
Modern office @ Riew quf THER |
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(b) State the importance of Office System.
Office System-93 @%y 3| T3
Office System ) 78T AR |
(¢) Discuss the problems in the smooth flow of work.
FIEA WP &1L I8 AR el ada 33
P! GEW WATEHT FHREATES Bt TR |
(d) What are the characteristics of an efficient filing system?
Efficient filing system-«13 bifdfda (afnjef f& @& o
Efficient filing system ® RANaES & & g7
(e) Discuss the role of Al (Artificial Intelligence) in business communication.
Business Communication-&3 CFTa Al (Artificial Intelligence)-«3 Gfsrsl 3t #41
SR HAR 9T Al (Artificial Intelligence) Y et Berdhel TR |

GROUP-C / faetat-t / wegg-m
Answer any fwo questions
fAsfeie @-com ¥fo @via Tea we
P GIICT THHT IR oG

3. Bring out the qualities of a good office manager and comment upon the role of

office manager.
@& St Office Manager-<9 @9 @3 o gl @m‘«‘l T
< ST SR e AGTEN | Brierd Saru T ST AT feuqult A |

4. (a) Describe the different methods of communication available in a modern office.
Modern office-9 Communication-<3 (%q fifor Awfoefe Siteinat T
g PraferdHT Iuctey Fara! A faftes v wfeig |

(b) Suggest measures to remove barriers to communication.
TS @A el qRieac oweg [ion safoef sz 731
HARAT HUD! THTER ECTS SURIERS! YA RTeR] |

5. Describe the procedure for maintaining incoming and outgoing mail of an office.

T S et ¢ et Hiowitas TR safoaf 3 T
Incoming ¥ outgoing mail &% BT IRETHT AT U U TRy |

6. (a) What do you understand by classification of reports?
felitis eife s il B @Rl ¢ |
qurger Ruiéa! Fffawmare & 75150 2
(b) State the basic principles of writing report.
feilT e cifers Tfefer wirets w31

e e SRy Rigret aarede |
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