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(Objective)
Marks: 20

Choose the correct answer from the following: 1 x20=20
I. The climinated the need for offices to use carbon paper to reproduce

documents as they were being tvped and enabled office staff to make unlimited
COpIcs.

a. Photocopier b, Prepay

c. Troubleshooting, d. Duplication

‘No one in the organisation should have more than one boss” is a statement of
a. rinciple of specialisation b, Principle of authoriny
c. Principle of unity of command d. Principle ot span of control

Whao s responsible for office management?
A Receptionist b Nanaging, Director
¢ Office NManager d. Chiel executive olficer

15 a rough copy of communication emanating, trom a section of a
department
a. Nole h. Dirall
¢ Summan d. Final order

As per the principle ot balance, there should be balance between

a. The activitios b, Authority and responsibility
Standardisation oi “rocedures and

. 3 d. Al of the above

flexibility

Office manual is a kind ot

a. Handbook b. Guidebook

c. Bothad&b d. None ol the above

relers toall the factors that disrupt the communication
A Nonsense b. Noise
¢. Nowhere d. Nobody

LLe form of organisation known for giving, rise to rumours is called
a. Contralized b, Decenualized
c. Pormal d. Intormal
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The following 1s not a tvpe of organisation structure

a. Line organisation b, Functional organtsation

c.  Line ana staff organisation d.

What type of mail requires proof of delivery?

Flexible organisation

Internationa: post
Registered post

Encail

a. Express post b.
c. Key post d.
Waich of t'e foliowing is NOT a tvpe ol official comnunication?
a. Memo h.
c. Policy A

Comimunication is a non-stop

a. Paper h. Process
c. Progre nne d. Plan
Authority alwa s flows [rom
a. Superior o subordinate b, Suwvordinale Lo superior
¢. Both’A" wnd ‘B’ d. None of e above
The response o a sender’s message is ealled
a. Food bank b. Feedback
e. lood d. Back
is the person who transmits the message
a. Receiver b. Driver
¢. Sender d. Clicaner

Blog post

Which of the following 1s not a type of office Tighting?

A Incandescent otfice lighting, b.
¢. Fluorescentoffice lighting,

D) olfice ]i)'_hlll'l}‘l

d. Versatile oifice lightng,

is understood to be place where clerical work is done and all Kinds of paper

work is maintamed and dealt with
a, Office b.
¢. lactory d.

Reception
None of the above

always flows ina downward direction and sugyest comphance by

the subordimates failing, which administrative action can be taken

a. Office orders b, Ollice memos

¢. Office circulars d. None of the above

In filing, system, folders, drawers, cabinets and cephoards are required
a. Vertical b. Horizontal

¢. Centralized d. Decentralized

What is the primary purpose of ergononic ottice furnituie”

Lo enhance the aesthetic appeal of the
olfiee

. Tomanimize olte space utthzation

Lo promote emplovee well-beay and

comitort

o reduce ecledinaity consumption in

the otfice
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FAnswer guostion no 2 & any four (4) from the rest
/] f [ 4

rxplain the functions of an otfic * inaragement

What is an organisation chart? Explain types of organisation charts

vith proper diagran.

How  dooes  oftective  oflicve  coamnmunication contribute  to
crgantzational success, and what are come common barriers that
aoncder communication within oftice environments? Explore the

lnpaci et these bacrers and suggest stiategios to evercome them,

Wrile short notes on:
a. Floor coverings
b. Furnishings
c. Venltilation
d. Safety
c. Cleanliness & Sanitation

Detine office manual. Elaborate on the various types of office
manuals applied in a typical office setting?

“Roles are the expected behavior of a job position”. In light of this
statement, discuss various toles an office manager is expected to
plav inan ohizce.

What is filing? What qualities should be possessed by a good filing

system?

What are the key clements  that constitute  effective office
management, and how do these elements contribute to the overall
functioning of an oftice? Elaborate on the primary functions of office
management and  their signiticance in ensuring  organizational
cfficiency.
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