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a) What do you understand from the term “Office”?

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

¢) State the factors that should be considered while choosing office furniture.

d) Explain the factors which determine a good environment for an office.
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-
a) What is Personality? How do you develop Assertive Personality? Explain briefly.

3 b) “Leadership quality is an important skill to any manager today”.‘_Explain clearly.
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"_{ a) Briefly explain the main areas of personal skills required of an extensiop :x}igent for extension work.

* a) What is a Research Budget?
b) Explain briefly the components of a Research Budget.

Why is a Research Budget important in doing research?



