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Subject: English (20)
Question-3. Write only the correct answer (Do not write questions on the answer sheet):

8x1=8

A) Fill in the blank with appropriate article: Many ... good boy failed.
Ans: a
B). Fill in the blank with appropriate preposition: Give me a ring ... gold.
Ans: of
C). What kind of noun “committee” is?
Ans: Collective
D). Fill in the blank: He is too dishonest ... the truth.
Ans: to speak
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E). Write the synonym of: exhaust.

Ans: fatigue

F). Correct the sentence: A letter was written by Azim?
Ans: Azim wrote a letter.

G). Write the appropriate verb: I heard him say this.
Ans: saying

H). Translate into English: Ieeitn «&f6 FamTg o7
Ans: Bangladesh is a riverine country.

Question 4. Write an essay on “Importance of computer literacy and file management in office
productivity”. 12

Ans:

In the modern world, computer literacy and proper file management have become essential skills for
every office employee. Almost all organizations now depend on computers for communication, data
processing, record keeping, and decision-making. Therefore, having adequate knowledge of computer
operation and maintaining files systematically are crucial for increasing office productivity and
efficiency.

Computer literacy refers to the ability to use computers and related technology effectively. An employee
who is computer literate can perform tasks such as typing documents, preparing presentations, using
spreadsheets, sending emails, browsing the internet, and operating office software smoothly. These
skills help employees complete tasks quickly and accurately. As a result, time is saved, errors are
reduced, and communication becomes faster. In addition, computer literacy enables employees to adapt

to modern technologies and workplace automation.

File management is another important aspect of office work. It means organizing, storing, naming, and
maintaining files in a proper way so that they can be easily found and used when necessary. Good file
management ensures that important documents are secure and accessible. Employees can avoid
confusion, duplication, and loss of information by maintaining files systematically. Proper folder
structures, clear file names, regular backups, and secure storage systems contribute greatly to office

efficiency.
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Effective file management also improves teamwork and collaboration. When files are organized properly,
colleagues can easily share information and work together on projects. It reduces delays and increases
coordination among departments. Furthermore, proper file management helps organizations maintain

confidentiality and comply with official policies and regulations.

Increased office productivity is one of the major benefits of computer literacy and file management.
Employees can complete tasks in less time, make fewer mistakes, and provide better service to clients
and customers. Organizations can also reduce operational costs and improve overall performance. In

today’s competitive environment, offices that use technology efficiently are more likely to succeed.
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