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Bachelor of Arts (FYUP) 2™ Semester
(2055)
PUBLIC ADMINISTRATION

Paper : Office Executive Skills (In all Mediums)

Time Allowed : Three Hours] [Maximum Marks : 68

Note :— Attempt FOUR questions in all, selecting ONE question

each from Units [—III. and Question No. 1 is compulsory.

1. Answer any SEVEN in 25-30 words each :

(1) Define oftice management and explain its scope.

(2)  What are the essential qualities of an office professional ?

(3) Mention any two workplace etiquettes that emplovees should
follow.

(4) How can one improve personal desk efficiency ?

(5) What are the different types of oftice communication ?

(6) Explain the importance of handling incoming and outgoing
mail efficiently.

(7) What are the key steps involved in planning and organizing
a meeting ?7

(8) Define ABC analysis in inventory management.

(9)  Why is filing and record management important in an
office ?

(10) What is the concept of an 1:-Office ? 7x2=14
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office management.
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UNIT-I

Discuss the nature, concept, and scope ol administrative and
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Describe the importance of time management and organization
at strategies can be used to

18

skills for an office professional. Wh

enhanee personal desk efficiency ?
UNIT-I1

I laborate on difTerent kinds of office equipment. How should an

oflice professional handle telephone calls and other office equipment

etliciently ? 18

Describe the different types and means of office communication.

How do they impact office efficiency ? 18
UNIT-II1

Explain the process of planning, arranging, and managing office

meetings efiectively. 18

Discuss the importance of filing and record management. What
challenges do office professionals face in maintaining records and

filing systems ? Suggest solutions. 18
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