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Section A

Answer any 6 questions. Each carry 2 marks.

1

What is meant by organising in office management?

What is meant by office hierarchy?

Define communication,

What is meant by oral communieat ion?

What is Groogle Workspaee?

Mention any (wo featuzes of elond stotage scrvices.

What is meant hy Confpadun Secgctary?

Wrtie anv two point§ abouds iportance of Eebical € onduct?
Section B

Answerany 4 guestions: Each carry 6 marks.

Digenss the important types of time scheduling tools.

Pescribe about MS Office.

Describe the features of Zoom used for office mectings.

Fxplain the concept of office secretaryship.

Discuss the responsibilities of a secretary in malntaining corporate governance.

Explain the importance of ethical conduct in secretaryship.

Section C

Answer anv 1 questions. Each carry 14 marks.
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Discuss the principles of organisation and explain any two forins of office organi-

whational structre,

Discnss the ditferent classifications of comunumieation with suitable examples.



