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0l)

a) What do you understand fi.om the term ,oOffice,,?

b) List out the main duties of a manager in an ofnce.

c) state the factors that shourd be considered while choosing office furniture.
d) Explain the factors which determine a good environment for an office.

02) 
.r' c

a) what is Personarity? How do you deverop Assertive personarity?Exprain 
briefly.

b) "Leadership quarity is an important skilr to any manager tooay:.gxprain crearrv.

03) 1r
t

,*t.nriorf ulent for extension work..i
rdur areas or personal skills required ofan extensiorfal

b) Briefly Stuin the major factors which intemrpt the efficient time man:management of an individual ln an

04)

a) What is a Research Budget?

b) Explain briefly the components of a

c) Why is a Research Budget important

Research Budget.

in doing research?


