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Answer all questions taking one from each unit.

UNIT-I

1. (a) What do you mean by the term

‘Management’ and ‘Administration’? 5

(b) Discuss the approaches and characteristics

of management. 9

2. (a) Write an essay of various principles of

management. 7

(b) Explain the various levels of management

highlighting the qualities of an effective

manager. 7

UNIT-II

3. (a) Define the term Collection Development

and Collection Management. 7
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(b) Discuss the concept, need and methods of

Book Selection. 7

4. (a) What are the various principles of Book

Selection? Discuss. 7

(b) What are the steps in acquiring the printed

reading materials in a university / college

library? 7

UNIT-III

5. (a) What is Library Housekeeping Operation?

How many sections are available in a

university/institutional library? 7

(b) Discuss the objectives and functions of the

circulation section in providing access to

the reading materials. 7

6. (a) What do you mean by the term ‘Preservation

and Conservation’? 7

(b) What steps are taken by the library to

conserve and preserve the reading

materials? Explain. 7

UNIT-IV

7. (a) What is library statistics and library

reporting? 7

(b) Discuss briefly the role of library statistics

in preparing Annual Report of a library. 7

8. (a) Discuss the concept, importance, function

and types of Library Committee. 7

(b) Discuss the guidelibnes for constitution of

Library Committee in a college / university

library. 7

UNIT-V

9. (a) Discuss the concept of Human Resoruce

Management and Human Resource

Development. 6

(b) Write brief note on Job Analysis, Job

Description, Job Evaluation and

Performance Appraisal. 8

10. Write short notes on any two of the following :

7x2=14

(a) Staff Training and Development

(b) Space Management in Library

(c) Annual Report of a College / University

Library

(d) Serial Control : objectives and functions

(e) Stock Verification

(f) Good Offices Committee (GOC)
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