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Choose the correct answer from the Sollowing: 1x20=20

I.- What is the main purpose of setting standards in office management?

a. Promoting office gossip b. Ensuring all employees dress alike
¢Z Establishing clear performance d. Increasing office decorations
expectations
2. Effective planning and scheduling in office management can lead to:
a. Chaotic office environments b. Resource wastage
¢. Efficient resource allocation d. Longer lunch breaks

3. What is one benefit of an efficient office workflow?
a. Increased job turnover b. Reduced stress among employees

¢. More unnecessary meetings d. Longer coffee breaks

. What is the primary goal of office management?

4 Generating more paperwork b. Increasing employee satisfaction
¢. Maximizing office space d. Efficient use of resources
5. Which law in India primarily governs the protection of personal data and
privacy?
a. The Right to Information Act b. The Companies Act
¢. The Personal Data Protection Bill d. The Consumer Protection Act
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