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 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	given	answer-book	only.

V-106 (D&D) [turn over

Question booklet No.



2

V-106 (D&D) 

IÊS> - A

SECtioN – a

  ~hþ{dH$ënr` àíZ : àíZ g§. 1 go 16 VH$ :  (16×½=8)

		Multiple	choice	Questions : Q. Nos. 1 to 16 :  

  {ZåZ àíZm| Ho$ ghr CÎma H$m M`Z H$a CÎma-nwpñVH$m _| {b{IE &   

		Select	the	correct	answer	of	the	following	questions	and	write	in	the	answer	book.			

 1. {ZåZ{b{IV _| go H$m¡Z-gm g§Mma à{H«$`m MH«$ H$m VÎd Zht h¡ ?  ½

 A) _mÜ`_  ~) àmßVH$Vm©

 g) àofH$  X) g_` 

	 	 Which	of	the	following	is	not	an	element	of	communication	process	cycle	?

	 A)	 Channel		 B)	 Receiver	

 c) Sender  D) Time 

 2. {ZåZ{b{IV _| go H$m¡Z-gm EH$ gH$mamË_H$ (AÀN>m) Mohao H$m ^md h¡ ?  ½

 A) Ü`mZ H|${ÐV H$aVo g_` ^m¢ {gH$mo‹S>Zm  ~) Am±Im| go g§nH©$ ~ZmE aIZm 

 g) Am±I| D$na Kw_mZm  X) CnamoŠV _| go H$moB© Zht 

	 	 Which	of	the	following	is	a	positive	(good)	facial	expression	?	

	 A)	 Frowning	while	concentrating		 B)	 Maintaining	eye	contact	

	 C)	 Rolling	up	your	eyes		 D)	 None	of	the	above	
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 3. AmË_ à~§YZ Ho$ {bE VZmd à~§YZ Š`m| _hÎdnyU© h¡ ? ½

 A) `h H$m`©^ma ~‹T>mVm h¡ 

 ~) `h ^mdZmË_H$ WH$mdQ> H$mo amoH$Vm h¡ Am¡a CËnmXH$Vm ~‹T>mVm h¡ 

 g) `h `moOZm ~ZmZo H$s Amdí`H$Vm H$mo g_mßV H$aVm h¡ 

 X) CnamoŠV _| go H$moB© Zht 

	 	 Why	is	stress	management	important	for	self	management	?	

	 A)	 It	increases	workload	

	 B)	 It	prevents	emotional	burnout	and	enhances	productivity

	 C)	 It	eliminates	the	need	for	planning	

	 D)	 None	of	the	above	

 4. {ZåZ{b{IV _| go H$m¡Z-go CnH$aU à^mdr g_` à~§YZ _| ghm`H$ hmo gH$Vo h¢ ?  ½

 A) Abm_© K‹S>r  ~) Qy>-Sy> {bñQ> 

 g) H¡$b|S>a `m `moOZmH$ma  X) CnamoŠV g^r 

	 	 Which	of	the	following	tools	can	help	in	effective	time	management	?	

	 A)	 Alarm	clock		 B)	 To	–	do	list	

	 C)	 Calendar	or	planner		 D)	 All	of	the	above	

 5. _mCg H$m Cn`moJ H$aVo hþE {ZåZ{b{IV _| go H$m¡Z-gm H$m`© Zht {H$`m OmVm h¡ ?  ½

 A) Q>Z© Am°Z  ~) hmoda 

 g) amBQ> pŠbH$  X) S>¡´J Am¡a S´>m°n 

	 	 Which	of	the	following	functions	is	not	performed	using	a	mouse	?	

	 A)	 Turn	on		 B)	 Hover	

	 C)	 Right	click		 D)	 Drag	and	drop	
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 6. \$mBb H$mo H$m°nr H$aZo Ho$ {bE {ZåZ{b{IV _| go {H$g "emQ>©H$Q> H$s' H$m Cn`moJ {H$`m OmVm h¡ ?  ½

 A) Ctrl+C ~) Ctrl+P

 g) Ctrl+V X) Ctrl+X

	 	 Which	of		the	following	‘shortcut	key’	is	used	to	copy	a	file	?	

	 A)	 Ctrl+C	 B)	 Ctrl+P

	 C)	 Ctrl+V	 D)	 Ctrl+X

 7. {H$g g§JR>Z Zo ñWm`r {dH$mg bú` ~ZmE h¢ ?  ½

 A) g§`wŠV amîQ´>  

 ~) `y{Zgo\$ 

 g) {díd ñdmñÏ` g§JR>Z  

 X) CnamoŠV _| go H$moB© Zht 

	 	 Which	organisation	has	made	the	sustainable	development	goals	?

 A) United Nations  

	 B)	 UNICEF

	 C)	 World	Health	Organisation		

	 D)	 None	of	the	above	

 8. D$Om© H$m {ZåZ{b{IV _| go H$m¡Z-gm òmoV Aj` òmoV h¡ ?  ½

 A) gm¡a D$Om©  ~) bH$‹S>r 

 g) H$mo`bm  X) noQ´>mob 

	 	 Which	of	the	following	sources	of	energy	is	a	renewable	source	?	

	 A)	 Solar	energy		 B)	 Wood	

	 C)	 Coal	 D)	 Petrol
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 9. J«mhH$ H|${ÐV godm H$m _w»` bú` Š`m h¡ ?  ½

 A) {~H«$s bú` àmßV H$aZm 

 ~) H$_©Mm[a`m| H$s g§»`m H$_ H$aZm 

 g) J«mhH$ H$s Amdí`H$VmAm| Am¡a g§Vmof H$mo àmW{_H$Vm XoZm 

 X) CnamoŠV _| go H$moB© Zht 

	 	 What	is	the	primary	goal	of	customer	centric	service	?	

	 A)	 To	meet	sales	target	

	 B)	 To	reduce	the	number	of	employees	

	 C)	 To	prioritize	customer	needs	and	satisfaction	

	 D)	 None	of	the	above	

 10. {ZåZ{b{IV _| go H$m¡Z-gm J«mhH$ H|${ÐV ì`dhma H$m CXmhaU h¡ ?  ½

 A) J«mhH$ à{V{H«$`m H$s Cnojm H$aZm 

 ~) ì`pŠVJV godm àXmZ H$aZm 

 g) J«mhH$ gÝVwpîQ> H$s ~Om` H§$nZr Ho$ _wZm\o$ H$mo àmW{_H$Vm XoZm 

 X) CnamoŠV _| go H$moB© Zht 

	 	 Which	of	the	following	is	an	example	of	customer	centric	behaviour	?

	 A)	 Ignoring	customer	feedback	

	 B)	 Offering	personalized	service

	 C)	 Prioritizing	company	profits	over	customer	satisfaction	

	 D)	 None	of	the	above	
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 11. ~mVMrV Ho$ Xm¡amZ Am±Im| go gånH©$ ~ZmE aIZm Š`m Xem©Vm h¡ ?  ½

 A) AmË_{dídmg Am¡a Ü`mZ  ~) A{eîQ>Vm 
 g) é{M H$s H$_r  X) AZmXa 

	 	 What	does	maintaining	eye	contact	during	a	conversation	indicate	?	

	 A)	 Confidence	and	attentiveness		 B)	 Rudeness	

	 C)	 Lack	of	interest		 D)	 Disrespect	

 12. {ZåZ{b{IV _| go H$m¡Z-gm _oh_mZZdmµO AmMaU H$m CXmhaU Zht h¡ ?  ½

 A) A{V{W H$mo nmZr `m ObnmZ àXmZ H$aZm 
 ~) A{V{W Ho$ àíZm| H$mo ZOaA§XmO H$aZm 
 g) _oh_mZm| H$m J_©Omoer go ñdmJV H$aZm  
 X) _oh_mZm| H$mo {dZ_«Vm go g§~mo{YV H$aZm 

	 	 Which	of	the	following	is	not	an	example	of	hospitable	conduct	?	

	 A)	 Offering	water	or	refreshments	to	a	guest

	 B)	 Ignoring	a	guest’s	questions

	 C)	 Greeting	guest	with	warmth	

	 D)	 Addressing	guests		politely

 13. {ZåZ{b{IV _| go H$m¡Z-gm qbJ g§doXZerb Aä`mg h¡ ?  ½

 A) nwéfm| Am¡a _{hbmAm| Ho$ {bE AbJ-AbJ gw{dYmE± àXmZ H$aZm 
  ~) qbJ-{Zanoj ^mfm H$m Cn`moJ H$aZm 
 g) ì`pŠV`m| H$mo CZH$s ngÝX Ho$ AZwgma g§~mo{YV H$aZm 
 X) CnamoŠV g^r 

	 	 Which	of	the	following	is	a	gender	sensitive	practice	?	

	 A)	 Providing	separate	facilities	for	men	and	women

	 B)	 Using	gender-neutral	language		

	 C)	 Addressing	individuals	based	on	their	preference	

	 D)	 All	of	the	above	
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 14. {ZåZ{b{IV _| go H$m¡Z-gm/go ~m¡{ÕH$ g§n{Îm A{YH$mam| Ho$ KQ>H$ h¡/h¢ ?  ½

 A) noQ>|Q>  ~) H$m°nramBQ> 

 g) Q´>oS>_mH©$  X) CnamoŠV g^r 

	 	 Which	of	the	following	is/are	the	component/s	of	Intellectual	Property	Rights	(IPR)	?	

	 A)	 Patent		 B)	 Copyright	

	 C)	 Trademark		 D)	 All	of	the	above	

 15. {ZåZ{b{IV _| go H$m¡Z-gm Iam~ ñdÀN>Vm H$m H$maU ~Z gH$Vm h¡ ?  ½

 A) {Z`{_V ì`m`m_ 

 ~) em¡Mmb` H$m Cn`moJ H$aZo Ho$ ~mX hmW Z YmoZm 

 g) gm\$ nmZr nrZm 

 X) H$n‹S>o {Z`{_V ê$n go YmoZm 

	 	 Which	of	the	following	can	cause	poor	hygiene	?	

	 A)	 Regular	exercise	

	 B)	 Not	washing	hands	after	using	the	restroom	

	 C)	 Drinking	clean	water	

	 D)	 Regularly	washing	clothes

 16. H$m`©ñWb na ì`pŠVJV gwajm CnH$aU nhZZm Š`m| _hÎdnyU© h¡ ?  ½

 A) ì`pŠVJV MmoQ>m| go ~MZo Ho$ {bE  ~) ñQ>mB{be {XIZo Ho$ {bE 

 g) H$m`© g_` ~‹T>mZo Ho$ {bE  X) ghH${_©`m| H$mo à^m{dV H$aZo Ho$ {bE 

	 	 Why	is	it	important	to	wear	personal	protective	equipment	at	the	workplace	?	

	 A)	 To	avoid	personal	injuries		 B)	 To	look	stylish	

	 C)	 To	increase	work	hours			 D)	 To	impress	colleagues
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IÊS> - ~

SECtioN – b

  A{V bKyÎmamË_H$ àíZ (àíZm| Ho$ CÎma EH$ eãX `m EH$ n§pŠV _| Xr{OE &) àíZ g§. 17 go 24 VH$ :  (8×½=4)

Very	Short	Answer	Type	Questions	(Write	the	answers	of	the	questions	in	one word or  

in one	line.)	Q.	No. 17 to 24 :  

 17. H$m`©ñWb na \$ñQ>©> ES> H$sQ> H$m CÔoí` Š`m h¡ ?  ½

	 	 What	is	the	purpose	of	a	first	aid	kit	at	the	workplace	?

 18. ì`pŠVJV ñdÀN>Vm ~ZmE aIZo H$m _w»` bm^ Š`m h¡ ? ½

	 	 What	is	the	primary	benefit	of	maintaining	personal	hygiene	?

 19. SOP	H$m \w$b \$m°_© {b{IE &  ½

	 	 Write	the	full	form	of	SOP.	

 20. _m¡{IH$ g§Mma H$m EH$ CXmhaU {b{IE &  ½

	 	 Write	one	example	of	verbal	communication.

 21. H$åß`yQ>a _| CTRL+P "em°Q>©H$Q> H$s' H$m Cn`moJ {H$g {bE {H$`m OmVm h¡ ?  ½

	 	 What	is	the	use	of	CTRL+P	‘shortcut	key’	in	the	computer	?

 22. CÚ{_Vm _| ""ZdmMma'' H$m H$moB© EH$ _hÎd ~VmBE &  ½

	 	 Give	any	one	importance	of	‘‘Innovation’’	in	entrepreneurship.	
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 23. H$åß`yQ>a _| EH$ _O~yV nmgdS>© ~ZmZo Ho$ {bE {H$Z MrOm| H$m hmoZm Amdí`H$ h¢ ?  ½

	 	 Which	things	are	essential	to	create	a	strong	password	in	a	computer	?

 24. ñdÀN> dmVmdaU _| hmWm| H$s ñdÀN>Vm Š`m| _hÎdnyU© h¡ ? ½

	 	 Why	is	hand	hygiene	important	in	a	hygienic	environment	?	

IÊS> - g 

SECtioN – C

  bKyÎmamË_H  àíZ - àíZ g§. 25 go 32 Ho$ CÎma {b{IE & (eãX gr_m : 50 eãX) :  (8×1½=12)

Short	Answer	Type	Questions	–	Write	the	answers	of	the	Q.	Nos.	25 to 32.  

(Word	limit	:	50 words) :

 25. VZmd à~§YZ _| ABC	Š`m h¡ ?  1½

	 	 What	is	the	ABC	in	stress	management	?

 26. H$åß`yQ>a _| ENTER	KEY	H$m Š`m H$m`© h¡ ?  1½

	 	 What	is	the	function	of	ENTER	KEY	in	the	computer	?

 27. ñd-àoaUm H$m AW© g_PmB`o & 1½

	 	 Explain	the	meaning	of	self-motivation.

 28. g_` à~§YZ H$mo n[a^m{fV H$s{OE &  1½

	 	 Define	time	management.	



10

V-106 (D&D) 

 29. gVV {dH$mg H$m Š`m _hÎd h¡ ?  1½

	 	 What	is	the	importance	of	sustainable	development	?	

 30. g{d©g (service) H$s n[a^mfm Š`m h¡ ?  1½

	 	 What	is	the	definition	of	service	?		

 31. J«mhH$ à{V{H«$`m H$m Š`m _hÎd h¡ ?  1½

	 	 What	is	the	importance	of	customer	feedback	?

 32. CZ {d{^ÝZ VarH$m| H$mo {bI| {OZHo$ _mÜ`_ go S>oQ>m H$mo gwa{jV aIm Om gH$Vm h¡ &  1½

	 	 Write	the	various	ways	through	which	data	can	be	protected.	

IÊS> - X

SECtioN – D

 {Z~ÝYmË_H$ àíZ - àíZ g§. 33 go 35 Ho$ CÎma {b{IE & (eãX gr_m : 150 eãX) : (3×2=6)

Long	Answer	Type	Questions	–	Write	the	answers	of	the	question	nos.	33 to 35  

(word	limit	:	150 words) : 

 33. Jmob goqQ>J Š`m h¡ ? {dñVma go g_PmBE & 2

	 	 What	is	goal	setting	?	Explain	in	detail.	
AWdm/OR

  H$åß`yQ>a _| "_mCg' Ho$ {d{^ÝZ H$m`m] H$m dU©Z H$a| &  2

	 	 Describe	various	functions	of	the	‘mouse’	in	the	computer.	
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 34. g^r g§Mma VÎdm| g{hV g§Mma à{H«$`m H$s ì`m»`m H$a| &  2

	 	 Explain	the	communication	process	along	with	all	the	communication	elements.

AWdm/OR

  _m¡{IH$ g§Mma Ho$ \$m`Xo Am¡a ZwH$gmZ H$m dU©Z H$a| & 2

	 	 Explain	the	advantages	and	disadvantages	of	verbal	communication.	

 35. {H$gr g§JR>Z _| A§Va{d^mJr` g_Ýd` Ho$ _hÎd H$mo g_PmB`o &  2

	 	 Explain	the	importance	of	inter	departmental	co-ordination	in	an	organization.	

AWdm/OR

  Q>obr\$moZ {eîQ>mMma Ho$ _hÎd H$m dU©Z H$a| &  2

	 	 Describe	the	importance	of	telephone	etiquettes.	
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