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UNIVERSITY OF NORTH BENGAL
SEC 1st Semester Examination, 2025

SEC - POOASEC105-COMPUTER SCIENCE

BASIC PROGRAMMING IN PYTHON

Time Allotted: 2 Hours Full Marks: 40
‘ The figures in the margin indicate full marks.
GROUP-A
Answer any five of the following Ix5=35
1. What is the purpose of déf statement in python? . 1
2. ‘Which function in python is used to add an element at the end of the list. 1
3. State purpose of two built in functions on set. ) 1
4. What is tuple? 1
St How a module is imported in python? 1
6. Define a dictionary. 1
7 What is the purpose of None value in python? 1
8. What is the purpose of sys.exit() ? 1
GROUP-B
Answer any three of the following 5x3=15
9. Discuss about List in python. 5
10.  With proper code discuss how to traverse a dictionary. 5
11.  Discuss about various tuple methods. 5
12.  Discuss how Sets are created using python. 5
13.  Write a program in python to calculate factorial of a number. 5
GROUP-C
Answer any two of the following 10x2=20
14.  Write a short note on exception handling in python. 10
15.  Discuss about different loop structures that are available in python with proper 10
example.
16.  Write a brief overview of string handling in python. ) 10
17.  Write a menu-driven program in python, using user-defined functions to find the 10
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area of rectangle, square, circle and triangle by accepting suitable input parameters

from user.



FYUGP/SEC/1st Sem./POOASEC107/2025

- >
]( \'fu

(1

A )

A ki
UNIVERSITY OF NORTH BENGAL
SEC 1st Semester Examination, 2025

SEC - POOASEC107-COMMERCE
MODERN OFFICE MANAGEMENT

Time Allotted: 2 Hours
The figures in the margin indicate full marks.

GROUP-A / Rei-3 / @vs-®
1 Answer any five questions: '
frefeRe @-ia ofsfp ares Tea wie:
T gfaaeT THT STR o — ,

(a) State two uses of ‘Al’ in Modern Office Management.
sy S FaEemE $REw IEe 1 I3=E 3@ 3]0
ITYFIF A HTTTITAT ‘Al BT STINES Seard THary |

(b) Define Office Routine.

G Flow FF A 2
i feT P afvarsT ey |
(c) Define Centralization of authority.
PP @E@FAT (Centralization of Authority)-<3 FRE&! 718 |
“Centralization of authority” &I ST THER |
(d) Define Inward Mail routine.
TGS (W2 oA IIE I 2
‘Inward Mail routine’ P ST eI |
(e) What is effective communication?
IR @SN =TS 7 Q@I 2
THIEIHRY HEAR F~Tel B JFED ?
(f) What is Office System?

(g) Define good office environment.

il SR S e & @R e
“Good office environment” &I TRHTT RTERY |

GROUP-B / fei-4 / @ve
2. Answer any fhree questions:
Q- o5 eivea Ted wes
T ITaCT UHPT ST o —
(a) What are the importance of office location and layout?

GFER SRE GR GO BT FI @M |
AR T (location) ¥ THTTSCT B HEd P-b &1 2
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(b) What are the difficulties in planning and scheduling of office work? 5

S TR AT GR AT LNMHR CFE SRy ot [ B g
g BRI AISHT X FERIATRAST (scheduling) TS HHAT -0 HIGTZES ATIG 2

(c) Write a note on new trends in office lay-out under Modern Office Management 5
T SH JPEATR W @IS TG 2l @3 87 BiFl @R
MY T ATEATIT I A ANTICHI AT HGRA (trends) THAT BIeY feequfy
A

(d) What are the importance of Office Routine? 5
i #rR ewgef R e
T Bfe DI HETE® -5 &7 2

(e) Differentiate between Formal and Informal Communication. 5

TR FCCFH R TAFI FRGFCFa Ty ~ef & & 2
3iaie T srtTeTRe FaR fea! 7R referd |

GROUP-C / fReta-ot / @ue-r
Answer any fwo questions : 10x2=20"
fsfafde a-W 4o eviz Tea we
T gFaeT AHET SR A

3. (a) Explain the functions of Modern Office Management. ; 5+5
i i R I 3 3 :
IMYFF AT FaENTT HRiEwH T TN |

(b) Explain the duties and responsibilities of Modern Office Manager.

e S eI I @R wiRgel 3 7
Mg T SFaETIS (Manager) 31 Hded ¥ RFaRIEs W€ THery |

4. (a)-State the importance of different types of appliances used in Modern Office. 949
o=fo e i Rfew s veeifen eweef 3 w0
Iy T FET TR R TRST SURUEES! (Appliances) Hed Seag THeR |
(b) State the importance of Office Manuals.
S PITHER 8T IR F91
FfE Manuals BT H& Ieord THER |

5. (a) What are the Modern forms of Communication in Office Management? 5+5
SR YR S @NCAIR e TgnecE & & o :
P SHEERIGTHT SRINT & FaRDT MY T HUEH B-b §1 2
(b) What are the barriers to business communication?

IR @Ncion Azetef & & 2
AP FARHT B-P AT §°0 ?
6. (a) Differentiate between Centralized and Decentralised Office Services. 5+5
o “HfcEar @R o ReedRer sy =i ffa 721
FrRaga < g sifthe Aares daa! fFr aeger |
(b) What are the objectives of Office System?

e Pt Sreyer & & ¢
M ReCH BT JeTe® -5 §1 2
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