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SECTION  A          5  x 5 = 25 

Answer the following questions: 

1. Define Office management. What are the elements of Office Management?  

 

Ans:  Office management can be defined as a task of planning, coordinating, motivating 

the efforts of others towards the specific objectives in the office and in conformity with 

the overall objectives of the organization. 

Elements of office management – Personnel, Means, Environment and Purpose. 

 

 

2. Describe the functions of office management. 

Ans : Functions of office management -  Planning, Organizing, Directing and   

Controlling.  

 

3. Give the meaning of scientific office management and state its elements. 

 

Ans : Scientific office management is one of the methods used to solve the managerial 

problems through the application of research and experimentation. Elements of scientific 

office management – setting up standards, planning industrial operations, scientific 

selection and training of workers, standardization, specialization, maintaining mutual 

trust.    

 

4. What do you mean by administrative office management.? 

 

Ans : Administrative office management is that function within the organization which is 

concerned with the responsibility  for the overall operations of the enterprise. The 

administrative office management is the process of planning, organizing, directing  and 

controlling all office activities, operations and services. 

 

5. What are the objectives of  administrative office management? 

 



Ans:  Objectives of administrative office management – to supply right information, to 

develop efficient work procedure, to provide a congenial work environment, to exercise 

effective supervision, to establish and maintain effective lines of communication, to 

select and train right person for each job, to ensure efficient utilization of office 

equipment, stationery etc., to establish and apply reasonable quantity and   quality 

standards, to coordinate the activities of the staff. 

 

6. What is the position of a office manager? 

 

Ans : Position of a office manager – administrator, advisor,  man in the middle, public 

relations officer. 

 

7. Write down the qualities of  a office manager.  

 

Ans : Qualities of an office manager – personal qualities, education and training, 

experience, professional interests. 

 

8. What are the  steps involved in organizing an office? 

  

Ans : Steps involved in organizing an office – determination of objectives, formulating 

derivative objectives, identification of necessary activities, grouping the activities, 

classifying the activities,  assigning duties to subordinates,  delegating authority, 

coordinating different groups, providing necessary facilities. 

 

9. State the importance of sound organization. 

 

Ans : Importance of sound organization – it facilities proper administration, it avoids 

delay in taking decisions, it helps in the growth and diversification of the enterprise, helps 

in controlling, it stimulates initiative and creative thinking, it permits optimum use of 

technological innovations  and human resources.  

 

10. Illustrate the techniques  of organization formulated by Drucker. 

 

Ans: Techniques of organization formulated by Drucker – activities analysis, decisions 

analysis, relations analysis. 

 

11. Write a note on Line and Staff organization. 

 

Ans : Line and staff organization is a mixture of pure line organization and the functional 

organization. It has been evolved to obtain the benefits  of both line as well as functional 



structure. Under this  type of organization, the organizational structure is basically that of 

the line organization. Staff officers or functional experts are engaged to advise the line 

executives in the performance of their duties. 

 

12. How  can you make office committees effective. 

 

Ans : To make the committees effective – the authority and duties of a committee should 

be well defined, the committees should be entrusted with suitable subject matter,  the size 

of the committees should be appropriate, a committee should consist of capable members 

and a chairman, adequate preparation should be made before committee meeting, there 

should be mutual  trust and cooperation between members. 

 

13. Describe the points to   be kept in mind while selecting the type of organization.  

 

Ans : While selecting the type of organization the following points should be kept in 

mind – nature and size of business, geographical location, continuity of work flow, period 

of establishment, staff strength and degrees of mechanization.  

SECTION  B        10  x 5 = 50 

Answer the following questions: 

1. State the importance of office management. 

 

Ans : Importance of office management -  office is an integral part of overall 

administration of a business enterprise, management has to exercise control over the 

various activities of an enterprise,  coordination  among different departments, plants, 

branches of the business is essential for the efficient functioning of the enterprise, office 

is responsible for purchasing of material, dealing with  customers, handling orders, 

financial accounting etc., office costs are increasing year after year and office can 

become the source of heavy overhead, expenditure, office represents management  to the 

customers, efficient management of office operations has become more important,   the 

office has to face new challenges unless the office is managed efficiently.   

 

2. Describe the principles of scientific office management. 

 

Ans : Principles of scientific  office management – establishment of scientific pattern for 

analyzing office problems, segregation of the office management functions, application 

of mechanizations to reduce labour cost, centralization of the control of office activities, 

study of system and procedures, application of time and  motion study, development of 

instruction manuals, improvement of office layout, using form control, use of financial 



and non financial incentives, elimination of obsolete records, measurement of actual 

clerical output to  increase efficiency, application of quality and quantity standards. 

 

3. Illustrate the role of a office manager. 

 

Ans : Role of office manager -  recruitment of staff, training of staff, work measurement, 

compensation and promotions, leadership, coordination, discipline, control of stationery 

and supplies, accounting and costing, secretarial services.   

 

4. Discuss the responsibilities of an administrative office manager. 

 

Ans : Responsibilities of  an administrative office manager – designing, planning, 

selection, purchase of equipment,   preparation of organization charts, laying down the 

functions of various department, organizing of filing, production of records, supervision, 

personnel management, suggesting changes in the office system, gathering information, 

setting standards, measuring office performance, preparation of master budget and 

manuals.   

  

5. Explain the basic principles of organization. 

 

Ans : Basic principles of an organization – unity of objective, division of work, 

efficiency, span of control, chain of command, delegation of authority, absoluteness of  

responsibility, authority level principle, parity of  authority and responsibility, unity of 

command, functional definition, flexibility, balance, simplicity  and continuity.  

 

 

6. Discuss the merits and  demerits of functional  organization. 

 

Ans : Merits of functional organization – specialization, higher efficiency, separation of 

functions, standardization. 

Demerits of functional organization - complex, lack of unity of command, poor 

discipline, divided responsibility, lack of coordination. 

 

7. Enumerate the advantages and disadvantages of office committees. 

 

Ans : Advantages of  committees – helps in pooling of knowledge and experience, serves 

as a medium  for communication, facilitates coordination  between different departments,  

group discussions in a committee help to inculcate a sense of participation, committees 

are excellent forum for the education and training of employees. 



Disadvantages of  committees – committee takes too much time in discussion, they are   

expensive, findings of a committee tend to be weak and indecisive, decisions are 

overshadowed by strong personality, not possible to fix responsibility of a individual, 

decisions are taken by majority opinion and voting,  it is  sometimes used by the 

management  to cool of agitations. 

 

8. Explain the merits and demerits of  line and staff organization. 

 

Ans : Merits of line and staff organization – planned specialization, higher efficiency, 

unified control, proper discipline, fixed responsibility, prompt decisions, executive 

development. 

Demerits  of line and staff organization – complexity, confusion, conflicts, ineffective 

staff, expensive. 

 

9. Describe the  merits and demerits of line organization. 

  

Ans : Merits of line organization – simplicity, unity of control, fixed responsibility, better 

decisions, prompt decisions. 

Demerits of line organization – lack of specialization,  too much concentration of 

authority,  overloading,  lack of communication, difficulty in staffing.   

 

 

 

 

  


























