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Define "Office" and "Office Management". Describe the functions and (15)

responsibilities of Office Manager.
OR
Write notes on :
(1} Filling System.
(2) Use of technology and computer in office.

Describe meaning, features merits and demerits of joint stock
company.

OR
Write on -

(1) Company formation procedure
(2) Conversion of private company in to public company.

Describe the duties and powers of director of a company.
OR

Write notes on .

(1) Managing Director

(2) Position and qualification of a Director

Write notes on.
(1) Notice
(2) Minutes
(3) Resolutions
OR
Write Notes on.
(1) Statutory Meeting.
(2) Annual General Meeting.
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