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NEP U.G. Common-Skill Enhancement Course 2" Sem.
(2056)
PUBLIC ADMINISTRATION
Paper : Office Executive Skills (In all Mediums)

Time Allowed : 3 Hours] ~ [Maximum Marks : 45

Note :— Q. No. 1 is compulsory. Attempt one question from
each unit.

1. Answer any three in 70-80 words:
(1) Define office management and explain its scope.

(2) Whatis task prioritisation? Mention any two techniques used

in offices.

(3) Differentiate between formal and informal communication in
offices. _

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

(5) Define ABC analysis in inventory management.  3%3=9 :

UNIT-1

2. Describe the role of digital office tools in modern workplécgs.
Explain how MS Office or Google Workspace enhances

productivity. 18
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rtance of office professionalism. What qualities

3.  Discuss the impo : ;
and workplace etiquettes are essential for an efficient office
18

professional?
UNIT-1I

4. Elaborate on different kinds of office equipment.. Discuss the
process of managing office correspondence and equipment. Why
is efficient handling important? 18
5. Explain filing and record management systems. How do they
contribute to organisational efficiency? : 18
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