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GENERal iNstRuctioNs to thE ExamiNEEs :

 1) narjmWu gd©àW_ AnZo àíZ-nÌ na Zm_m§H$ A{Zdm`©V: {bI| &

	 	 Candidate	must	write	first	his/her	Roll	No.	on	the	question	paper	compulsorily.

 2) g^r àíZ hb H$aZo A{Zdm`© h¢ &

  all	the	questions	are	compulsory	to	attempt.

 3) àË`oH$ àíZ H$m CÎma Xr JB© CÎma-nwpñVH$m _| hr {bI| &

	 	 Write	the	answer	to	each	question	in	the	given	answer-book	only.
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IÊS> - A
sEctioN – a

  

 ghr {dH$ën MwZ| : (~hþ{dH$ënr` àíZ) (16 × ½ = 8)

	Select	the	correct	option	:	(Multiple	choice	questions)		

 1. {ZåZ{b{IV _| go H$m¡Z-gm {b{IV g§Mma H$m CXmhaU Zht h¡ ?  ½

 A) nÌ   ~) ^mfU

 g) [anmoQ>©   X) Eg E_ Eg

	 	 Which	of	the	following	is	not	an	example	of	written	communication	?	

	 A)	 Letter		 	 	 B)	 Speech

	 C)	 Report	 	 	 D)	 SMS	

 2. {ZåZ{b{IV _| go H$m¡Z-gm EH$ gm_mÝ` g§Mma ~mYm Zht h¡ ?  ½

 A) ^m¡{VH$ ~mYmE±   

 ~) AW© g§~§Yr ~mYmE±

 g) {dÎmr` ~mYmE±   

 X) _Zmod¡km{ZH$ ~mYmE±

	 	 Which	one	of	the	following	is	not	a	common	communication	barrier	?

	 A)	 Physical	barriers	 	 	

	 B)	 Semantic	barriers

	 C)	 Financial	barriers	 	 	

	 D)	 Psychological	barriers	
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 3. {ZåZ{b{IV _| go H$m¡Z-gm à^mdr g_` à~§YZ H$m bm^ Zht h¡ ?  ½

 A) CËnmXH$Vm _o§ d¥{Õ   ~) VZmd _| H$_r

 g) ~ohVa {ZU©` boZo H$s j_Vm X) àoaUm _| H$_r

	 	 Which	of	the	following	is	not	a	benefit	of	effective	time	management	?	

	 A)	 Increased	productivity	 B)	 Reduced	stress

	 C)	 Improved	decision-making	 D)	 Decreased	motivation	

 4. H§$ß ỳQ>a ñH«$sZ na H$g©a H$mo EH$ bmBZ D$na bo OmZo Ho$ {bE {H$g Hw§$Or H$m Cn`moJ {H$`m OmVm h¡ ?  ½

 A) Q>¡~ Hw§$Or   ~) E§Q>a Hw§$Or

 g) An Eamo Hw§$Or   X) ~¡H$ñnog Hw§$Or

	 	 Which	key	is	typically	used	to	move	the	cursor	up	one	line	on	a	computer	screen	?	

 A) TAb key	 	 	 B)	 ENTER	key

	 C)	 Up	arrow	key	 	 	 D)	 Backspace	key	

 5. {ZåZ{b{IV _| go H$m¡Z-gm H§$ß ỳQ>a H$m hmS>©dò a KQ>H$ Zht h¡ ?  ½

 A) _m°{ZQ>a   ~) H$s~moS>©

 g) gm°âQ>do`a   X) _mCg

	 	 Which	of	the	following	is	not	a	hardware	component	of	a	computer	?	

	 A)	 Monitor	 	 	 B)	 Keyboard

 C) Software	 	 	 D)	 Mouse	
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 6. {ZåZ{b{IV _| go H$m¡Z-gm EH$ g\$b CÚ_r H$s _w»` {deofVm Zht h¡ ? ½

 A) Omo{I_ ghZerbVm   ~) Ag\$bVm H$m S>a

 g) aMZmË_H$Vm   X) g_ñ`m-g_mYmZ H$m¡eb

	 	 Which	of	the	following	is	not	a	key	characteristic	of	a	successful	entrepreneur	?	
	 A)	 Risk	tolerance	 	 	 B)	 Fear	of	failure

	 C)	 Creativity		 	 	 D)	 Problem-Solving	skills	

 7. {ZåZ{b{IV _| go H$m¡Z-gm EH$ CÚ_r H$m àmW{_H$ H$m ©̀ Zht h¡ ?  ½

 A) ì`mdgm{`H$ Adgam| H$s nhMmZ H$aZm 

 ~) CÚ_ Ho$ {bE YZ gwa{jV H$aZm

 g) ì`dgm` H$m à~§YZ H$aZm 

 X) EH$ ~‹S>o {ZJ_ _| EH$ pñWa Zm¡H$ar ~ZmE aIZm

	 	 Which	of	the	following	is	not	a	primary	function	of	an	entrepreneur	?		
	 A)	 Identifying	business	opportunities
	 B)	 Securing	funding	for	the	venture
	 C)	 Managing	business

	 D)	 Maintaining	a	stable	job	in	a	large	corporation  

 8. {ZåZ{b{IV _| go h[aV H$m¡eb Zht _mZm OmVm h¡ ? ½

 A) gm¡a n¡Zb ñWmnZm   

 ~) An{eîQ> à~§YZ Am¡a nwZM©H«$U

 g) H$mo`bo go MbZo dmbo {~Obr g§`§Ì H$m g§MmbZ

 X) gVV H¥${f nÕ{V`m±

	 	 Which	of	the	following	is	not	considered	a	green	skill	?	
	 A)	 Solar	panel	installation		
	 B)	 Waste	management	and	recycling	
	 C)	 Operating	a	coal	fired	power	plant

	 D)	 Sustainable	agriculture	practices	
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 9. {ZåZ{b{IV _| go H$m¡Z-gm Am°ZbmBZ ŵJVmZ H$m gm_mÝ` VarH$m Zht h¡ ? ½

 A) H«o${S>Q> H$mS>©   ~) S>o{~Q> H$mS>©

 g) H¡$e Am°Z {S>brdar   X) B©-dm°boQ>

  Which of the following is not a common method of online payment ? 

 A) Credit card   b) Debit Card

 C) Cash on delivery    D) E-Wallet 

 10. AJa H$moB© AnZr H«o${S>Q> gr_m nma H$a OmVm h¡ Vmo Š`m hmoJm ?  ½

 A) Cggo ewëH$ {b`m OmEJm 

 ~) CgH$m H«o${S>Q> ñH$moa H$_ hmo OmEJm 

 g) A) Am¡a ~) XmoZm|

 X) Hw$N> Zht hmoJm

  What happens if someone exceed his credit limit ? 

 A) He will be charged a fee

 b) His credit score will be lowered

 C) both A) and b)

 D) Nothing will happen 

 11. gQ>rH$ ZH$X [aH$m°S>© ~ZmE aIZm Š`m| _hËdnyU© h¡ ?  ½

 A) {dÎmr` {ddaUm| H$s gQ>rH$Vm gw{ZpíMV H$aZm

 ~) YmoImY‹S>r Am¡a Mmoar H$mo amoH$Zm

 g) ZH$Xr àdmh H$mo à^mdr T>§J go à~§{YV H$aZm

 X) CnamoŠV g^r

  Why is it important to maintain accurate cash records ?

 A) To	ensure	the	accuracy	of	financial	statements
 b) To prevent fraud and theft

	 C)	 To	manage	cash	flow	effectively
 D) All of the above 
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 12. {ZåZ{b{IV _| go H$m¡Z-gm J«mhH$mo§ Ûmam gm_mZ dmng H$aZo H$m EH$ gm_mÝ` H$maU Zht h¡ ?  ½

 A) CËnmX XmofnyU© h¡   

 ~) CËnmX J«mhH$ H$s AnojmAmo§ H$mo nyam Zht H$aVm h¡ 

 g) CËnmX ~hþV _h§Jm h¡ 

 X) CËnmX Xoa go {S>brda {H$`m J`m Wm 

	 	 Which	of	the	following	is	not	a	common	reason	for	customer’s	to	return	goods	?	

	 A)	 The	product	is	defective

	 B)	 The	product	does	not	meet	the	customer’s	expectations

	 C)	 The	product	is	too	expensive

	 D)	 The	product	was	delivered	late	

 13. {ZåZ{b{IV _| go H$m¡Z-gm Am`w nhMmZ H$m gm_mÝ` ê$n go ñdrH¥$V ê$n Zht h¡ ?  ½

 A) S´>mBqdJ bmBg|g   ~) nmgnmoQ>©

 g) ñHy$b AmB©S>r H$mS>©   X) H«o${S>Q> H$mS>©

	 	 Which	of	the	following	is	not	a	commonly	accepted	form	of	age	identification	?	

	 A)	 Driving	license		 	 	 B)	 Passport

	 C)	 School	ID	card		 	 	 D) Credit Card 

 14. {ZåZ{b{IV _| go H$m¡Z-gm Am`w-à{V~§{YV CËnmX H$m CXmhaU Zht h¡ ?  ½

 A) eam~   ~) V§~mHy$

 g) {àpñH«$ßeZ Xdm   X) H¢$S>r

	 	 Which	of	the	following	is	not	an	example	of	an	age-restricted	product	?	

	 A)	 Alcohol		 	 	 B)	 Tobacco

	 C)	 Prescription	medication		 D)	 Candy	
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 15. {ZåZ{b{IV _| go H$m¡Z-gm gwajm CnH$aU H$m EH$ gm_mÝ` àH$ma Zhr§ h¡ ?  ½

 A) gwajm Mí_m   ~) hmS>© h¡Q>

 g) ñ_mQ>© \$moZ   X) B`aßbJ

	 	 Which	of	the	following	is	not	a	common	type	of	safety	equipment	?	

	 A)	 Safety	glasses	 	 	 B)	 Hard	hat

	 C)	 Smart	phone	 	 	 D)	 Earplugs	

 16. {ZåZ{b{IV _| go H$m¡Z-gm Q>r_dH©$ H$m bm^ Zhr§ h¡ ?  ½

 A) CËnmXH$Vm _| d¥{Õ   ~) aMZmË_H$Vm _| gwYma 

 g) CËnmXH$Vm _| H$_r   X) àoaUm _| d¥{Õ

	 	 Which	of	the	following	is	not	a	benefit	of	teamwork	?	

	 A)	 Increased	productivity	 B)	 Improved	creativity	

 C)	 Decreased	productivity	 D)	 Increased	motivation	

IÊS> - ~

sEctioN – b

 [aŠV ñWmZm| H$s ny{V© H$s{OE : (8 × ½ = 4)

	Fill	in	the	blanks	:	

 17. emar[aH$ ^mfm _______ g§Mma H$m CXmhaU h¡ & ({b{IV/J¡a _m¡{IH$) ½

	 	 Body	language	is	an	example	of	_______	communication.	(written/non-verbal)	
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 18. _______ {dH$mg Ho$ {bE ñd-à~§YZ H$m¡eb Amdí`H$ h¡ &(ì`pŠVJV/gmd©O{ZH$)  ½

	 	 Self-management	skills	are	essential	for	_______  growth.	(Personal/Public)	

 19. _______ Hw§$Or H$mo [aQ>Z© Hw§$Or Ho$ ê$n _| ^r OmZm OmVm h¡ & ({eâQ>/E§Q>a) ½

	 	 The	_______ key	is	also	known	as	the	return	key.	(Shift/Enter)	

 20. CÚ{_`m| H$s _w»` {deofVm _| _______ em{_b h¢ & (aMZmË_H$Vm/Ambñ`) ½

	 	 Key	characteristic	of	entrepreneurs	include	_______.	(Creativity/Laziness)	

 21. CÚ{_Vm _| _______ em{_b h¡ & ({ZpíMV n¡Q>Z©/ZdmMma)  ½

	 	 Entrepreneurship	involves	_______.(Fixed	pattern/Innovation) 

 22. Aj` D$Om© _______ {dH$mg H$m EH$ CXmhaU h¡&(gVV/ì`{ŠVJV) ½

	 	 Renewable	energy	is	an	example	of	_______	development.	(Sustainable/Personal)		

 23. _______ nyU© emar[aH$, _mZ{gH$ Am¡a gm_m{OH$ H$ë`mU H$s pñW{V h¡ & (ñdmñÏ`/{~_mar) ½

	 	 _______	is	a	state	of	complete	physical,	mental	and	social	well-being.	(Health/Illness)	

 24. H$_©Mm[a`m| H$mo _______ Am¡a ñdñW H$m`© dmVmdaU H$m A{YH$ma h¡ & (Agwa{jV/gwa{jV) ½

	 	 Employees	have	the	right	to	a	_______	and	healthy	work	environment.	(Unsafe/Safe)	
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IÊS> - g
sEctioN – c

 Xmo go Mma n§pŠV`m| _| CÎma Xr{OE : bKw-CÎmamË_H$ àíZ & (8 × 1 ½ = 12)

 Answer in two or four lines	:	Short	answer	type	questions.		

 25. g§Mma H$mo n[a^m{fV H$a| & 1 ½

	 	 Define	communication.		

 26. {H$gr g§JR>Z _| H§$ß`yQ>a Ho$ VrZ _hËd {b{IE & 1 ½

	 	 Write	three	importance	of	computer	in	an	organization.		

 27. J«mhH$ ImVm| H$mo g_oQ>Zo Ho$ VrZ CÔoí` {b{IE & 1 ½

	 	 Write	three	purposes	of	reconciling	customer	accounts.			

 28. H«o${S>Q> A{YH$ma go Amn Š`m g_PVo h¢ ?  1 ½

	 	 What	do	you	mean	by	credit	rights	?			

 29. _mb dmng H$aZo Ho$ VrZ H$maU {b{IE & 1 ½

	 	 Write	three	reasons	of	returning	goods.		

 30. ^wJVmZ Ho$ VrZ AbJ-AbJ àH$ma {b{IE & 1 ½

	 	 Write	three	different	types	of		payment	modes.		

 31. H$_ C_« Ho$ bmoJm| H$mo {~H«$s amoH$Zo Ho$ {bE IwXam {dH«o$Vm Ûmam AnZmE OmZo dmbo {d{^ÝZ H$X_ 

{b{IE & 1 ½

  Write	the	various	steps	followed	by	retailer	to	prevent	sales	to	under	aged.	 
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 32. à{V~§{YV CËnmX ~oMZo Ho$ VrZ n[aUm_ {b{IE & 1½

	 	 Write	three	consequences	of	selling	restricted	products.	

IÊS> - X

sEctioN – d

  Xmo n¥îR>m| VH$ CÎma Xr{OE & {Z~ÝYmË_H$ àíZ & (3 × 2 = 6)

 Answer in two pages.	Essay	type	questions.			

 33. {H$gr g§JR>Z _| Cn`moJ {H$E OmZo dmbo gwajm CnH$aUm| H$s gyMr ~ZmE§ & {H$Ýht Xmo H$s ì`m»`m 

H$s{OE &  2

	 	 List	the	safety	equipment	used	in	an	organization.	Explain	any	two.		

AWdm/oR

  H$m`©ñWb na ñdmñÏ` Am¡a gwajm H$s Amdí`H$Vm na MMm© H$s{OE & 2

	 	 Discuss	the	requirement	of	health	and	safety	at	workplace.		

 34. {H$gr g§JR>Z _| bú` hm{gb H$aZo Ho$ {bE Q>r_ Ho$ _hËd na MMm© H$s{OE & 2

	 	 Discuss	the	importance	of	team	to	achieve	targets	in	an	organisation.		

AWdm/oR

  Q>r_ \$sS>~¡H$ Š`m h¡ ? BgHo$ _hËd na MMm© H$s{OE & 2

	 	 What	is	team	feedback	?	Discuss	its	importance.		
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 35. g§Mma MH«$ H$mo {dñVma go g_PmBE & 2

	 	 Explain	communication	cycle	in	detail.		

AWdm/oR

  {d{^ÝZ àH$ma Ho$ g§Mma à{V{H«$`m H$mo {dñVma go g_PmBE &  2

	 	 Explain	different	types	of	communication	feedback	in	detail.		
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