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Instructions to the candidates:
1) Question No. 1 is compulsory.
2) Attempt any three from remaining (Q2 to Q6)

Q1) a) Define the term Personnel Administration and Explain the scope and
objective of Personnel Administration in detail. [15]

b) Draft an appointment letter for the post of “Graphic Designer” for an
Advertising Company. The appointment letter must contain the details

of salary and other terms and conditions of employment. [10]
2) Differentiate between otx)\ 132:1‘81 Bg(r)l%%l%e ggrg ecification. 15
J Job sp

(Q3) Draft a memo to an employee who 1s constantly found coming late to office
informing him about his mis conduct. [15]

Q4) Explain in detail the measure provisions under the Professional Tax. [15]

@3) Explain the procedure of conducting domestic enquiry by observing principles
of natural justice. [15]

Q6) Write Short Note (any Two): [15]
a) Structure of Personnel Department.
b) Jobenlargement.
c) Gratuity.
d) Job notation.
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