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1) a) List out the factors u,hich provide a good oftlce eovironment.

b) What are the main functions of an office management?

c) Briefly etplain the characters ofan offrce.

d) Briefly describe the qualities which makc a good office rnanager'

2) a) What are the criteria to be followed while writing a repolt to identify and assess the

readership? Briefl y explain.

b) Discuss the gpes ol knowledge that an extension agent must have and the personal skills

required ofhim to do hisjob effectively.

3) a) "Personal mismanagement is the prine cause of time wastage" comment on this

statement.

b) Desc be the good practices which are found in organizalions to prcmote effective lime

maDagement.

c) Briefly discuss the pedbmance at atr irrterview.

4) Write a oomposition ol'l any one ofthe following topics. Use 250 - 300 rvods

a) How does Engiish langrage inlluence your development progress in your academic

career?

b) Assume that yoLr are the chailman for an "Ag cultural Development Oryanization"

and you are invited for a national confcrence to deliver a speech. Briefly write down

the speech that you would make at the cooference.

c) Write an afticle on "Faflner's Problem" to the AGRIEAST magazine published by

your faculty.

d) Wlite an article on "Global liy'armitrg" to a newspaper.


