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General Instructions :

Read the following instructions very carefully and strictly follow them :

(a)  This question paper consists of two sections viz. Section A : Employability
Skills and Section B : Subject Skills.
(b)  Section A : Employability Skills (10 Marks)
(i) Answer any 4 questions out of the given 6 questions of 1 mark each.
(it) Answer any 3 questions out of the given 5§ questions of 2 marks each.
(c) Section B : Subject Skills (40 Marks)
(i) Answer any 10 questions out of the given 12 questions of 1 mark each.
(it) Answer any 4 questions out of the given 6 questions of 2 marks each.
(iii) Answer any 4 questions out of the given 6 questions of 3 marks each.
(iv) Answer any 2 questions out of the given 4 questions of 5§ marks each.
(d)  This question paper contains 39 questions out of which 27 questions are to be
answered.
(e)  All questions of a particular part/section must be attempted in the correct
order.
9] The maximum time allowed is 2 hours.
SECTION A
(Employability Skills) (10 Marks)
Answer any 4 questions out of the given 6 questions of 1 mark each. Ix4=4
1. Which of the following is a declarative sentence ? 1
(A) Take the medicine after meal.
(B)  Where are my keys ?
(C) Ihave a headache.
(D) When is your exam ?
2. To make the letters appear bold and in italics, which buttons will you

press on the keyboard with Ctrl ? 1
(A) CandB
(B) VandlI
(C) BandlI
(D) PandB
3 P.T.O.



3.  OUT &1 YT HY fRAT ST HehaT B 2
(A) TdHE A S A
(B)  31Y4-3T9 i o7& TG
(C) EHI-HRU SR
(D) HHNIHS T

4. %o 3T (Fabian Entrepreneur) fh8 &gd 8 2
I8
(A)  TTeTE &
(B) gl A =g
(C) o=l ! 39T o
(D) @EEAMAG

5. &9 319 U8 I a1g YGUT ¥ Yy &= Hehd @ ?
(A) TS T T FAT R
(B) TATECH T TN 7 Hish
(C) I AHH GG
(D) @& IR T AT Hih

6. 781 % HIaI-lUar acieh o W 8 | 98 TohE O o o9 § I Bl Hehdl & 2

(A) UHMES T
(B) 3Tk a-a
(C) w=mMIRN® qTE
(D) NI a1 |

3u 70 5 3991 7 @ [3-61 8 ¥991 & IR AT | I9% J972 3% T & |

7.  EEOX % T =BT AT S o IR & T |

8. TG YaeH % fohedl TR ikl sl Harma €I |

9. HYI o WEE HH % IR FoIE T |

10. 3TWAT (Entrepreneurship) & 1§ IR a9 fAfgu |
11. ol IR IRt STepfae g&meqi o aM ffay |
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3. Time management can be done by 1
(A) Living in the present
(B)  Keeping yourself busy
(C) Making a time table
(D) Thinking positive
4, Who is a Fabian Entrepreneur ? 1
One who
(A) islazy
(B)  does not want to change
(C)  adopts innovation
(D)  does not cooperate
5. How can we save our planet from air pollution ? By 1

(A)  not playing loud music
(B)  not using plastics
(C)  buying unnecessary things

(D)  using public transport

6. Neha’s parents are going to get divorced. What kind of stress may she
suffer from ? 1

(A)  Mental stress
(B) Financial stress
(C)  Social stress
(D)  Physical stress

Answer any 3 questions out of the given 5 questions of 2 marks each. 2x3=6
7. Give four suggestions to be a good listener during communication. 2
8. Suggest any four ways to manage stress. 2
9. Give four suggestions to maintain a computer. 2
10. Write any four advantages of entrepreneurship. 2
11. Name any four non-renewable natural resources. 2
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feu 77 12 F991 7 @ 57 10 991 & 37 S0 | Iedh o7 1 37 HT & | 1x10=10

12. TR sl GgT =1 8 2 1
(A fifie
(B)
(C) e

~

(D) SR

13. Sfcow < g = R 2 1
(A) sH™
(B) femmm
©) =
(D) el

14. Tofesr WRas o1 WAt S |18 ? 1
A) .
(B) i.um.
(C) ¥u.
(D) UH.EI.

15. SR Topm T <hl oty B 2 1
(A) TS T
(B) Tig Yo
(C) TET 9
(D) IW YW

16. aﬁaﬁﬁwﬁﬁwﬁ%ﬁﬁﬁaﬁﬁaaﬁﬁﬁaﬁqmmm
? 1
(A) EHT FTHerdl
(B) sHMeH
(C)  Hdehal
(D) Rt (fecamme)
17. B 1 YIH Y9 e T il gry [Hfda fomam sar 8 | safee 33
SHIF-FT 0T BT ALY, 2 1
(A)  wETRilerd
(B) g=wl
(C)  geraqul &
(D) Sl
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SECTION B
(Subject Skills) (40 Marks)
Answer any 10 questions out of the given 12 questions of 1 mark each. Ix10=10
12. What is the currency of Malaysia ? 1
(A) Ringgit
(B) Yen
(C) Baht
(D) Dollar
13. What is the capital of Belgium ? 1
(A)  Brussels
(B) Vienna
(C) Paris
(D) Berlin
14. What is the airline code of British Airways ? 1
(A) BS
(B) BM
(C) BA
(D) FB
15. Itanagar is the capital of which State ? 1
(A)  Arunachal Pradesh
(B) Andhra Pradesh
(C) Madhya Pradesh
(D) Uttar Pradesh
16. Which quality will help the front office staff to solve guest problems ? 1

(A)  Punctuality
(B) Honesty

(C)  Alertness
(D) Diplomacy

17. First impression of a hotel is created by their front office staff. So which

quality should they possess ? 1
(A) Patience

(B) Beauty

(C) Well-groomed

(D)  Active

97 7 P.T.O.




18.

19.

20.

21.

22.

23.

Afafer ot Jeh-37 HH i et forgehl gt 2 2
A) Tafe

(B)  whi-HteTSl

(C) oA s&h

(D) HRRR

Tshe (TS Ha (Tfearerd Tan) ferdes grT 3uctsy SHiaTg SITdl ? ?
(A) it

(B) Jad 3Th

(©) ToeRE

(D) T g

fafdrn ot Far sl giden i <ar 8 2
(A) A®E FRE

(B) hRRR

(C) <99 &h

(D) fEwE

HEY ST HFE H G dAR foRan el @ |
(A) H3ed (Files)

(B) Wiced (Folders)

(C) H.9.g, (CPU)

(D) =8 fe& (Hard disk)

1 ]“1”5“33 EEl EHIEIE % ENELSI ] % ?

(A) 1024 TTETEE

(B) 1204 HTTETEe

(C) 1000 TTETSE

(D) 1042 HTETEE

T o AN YER I T IR ¢ |
(A) W (RAM)

(B) 3.ua.sfl. (USB)

(C) TH (ROM)

(D)  Tditeh st g8 B fewh (Hard disk)
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18.

19.

20.

21.

22.

23.

Who is responsible for check-in of guests ?
(A)  Receptionist

(B)  Concierge

(C)  Bell Desk

(D) Cashier

Secretarial services are provided by
(A) Concierge

(B) Travel Desk

(C)  Reservations

(D) Business Centre

Who provides communication facilities to the guests ?
(A)  Telephone Section

(B) Cashier

(C)  Travel Desk

(D)  Reception

Computer data is processed by the computer’s
(A) Files

(B)  Folders

(C©) CPU

(D) Hard disk

How many Megabytes is equal to 1 Gigabyte ?
(A) 1024 Megabytes
(B) 1204 Megabytes
(C) 1000 Megabytes
(D) 1042 Megabytes

is an example of external storage of the computer.

(A)  RAM

(B) USB
(C) ROM

(D) In-built hard disk

P.T.O.
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13T 79 6 71 7 @ 1367 4 I971 & FtR 7 | I9% F972 376 FT1 8 | 2x4=8
24, I I TGN U] HTIIH Fl 8 ? 39k TN HNIU §qTsy | 2
25. %, U, Tt wa faten fo oxil <t gl & 2 2

26. Ush (AWM (receptionist) 1 AT & A1 sTa=id d T8I HH-H IR
Al ST €I TEHT ATRT 2

27. We %y o HUATRAT ! ATATTd Ta=adl ! TcdTad ¢ o IR HRIT Fd15T |
28. e ATHH TI9TT # HRRR (cashier) i YHERT i =T&AT HINT |
29. ARV AT & fhdl TR HT &1 Iect@ HINT |

130 7T 6 3991 § @ 137571 4 Fo71 & I GTT | I FoH 3 b F 8 | 3xd=12
30. e AMMHH * qey St & fhal o ’/'@Tl wige (grooming standard) <hl

N o o o

3eod HINT | 3
31. e ATThH i AT HHATNT hl I TG FreX T & B: I ST | 3
32. e ATRE HuAl o fofu I &9 § quiqen ey &A1 AAfd-Taws =i 8 ?

A HIT ATy | 3
33. gied I oisll (lobby) il ®: foiward forRau | 3
34. T % dAdE g7 U IH 91 fohegl ©: 1 o1 9899 § 999 hifvg | 3
35. BIed I hl FFR Y R B: e A AW I B ? 3
13T 77 4 3991 7§ @ 187 2 Fo91 & I A0 | JAF J975 3% HT & / 5%2=10
36. THEN-YT T A & e o9 disy | 5
37. e AT o =Tl sl Iehl adl (IFHwrd) & wey ¥ g8 iy G | 5
38. BIed H INTEIH S5 gl TTfua gl 8 ? 36 faum it et fpmeht gt

7 298 i T ®: g niafafeat fafae | 5
39. U= T Bled & e %Y faUWT 1 88UThae = (hierarchial chart)

T@iferd i | 5
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Answer any 4 questions out of the given 6 questions of 2 marks each. 2x4=8

24, Why is it important for staff to read a newspaper ? Give four reasons for
this.

25. Franc, Euro, Riyal and Dirham are currencies of which countries ?

26. What four points should a receptionist keep in mind while

communicating with the guests ? 2
27.  Give four reasons to promote personal hygiene in front office staff. 2
28. Explain the role of a cashier in the front office department. 2
29. Mention any four functions of a Reservation Section. 2
Answer any 4 questions out of the given 6 questions of 3 marks each. 3x4=12
30. Mention any six grooming standards for male staff of front office. 3
31. Give six suggestions to women staff of front office to keep their nails
attractive. 3
32. Why is it important for the front office staff to be physically fit ? Give
three reasons. 3
33. Write six features of a hotel lobby. 3
34. Briefly describe any six duties performed by the Bellboy of a hotel. 3
35. State any six ways the hotel industry has been benefitted by the
computers. 3
Answer any 2 questions out of the given 4 questions of 5§ marks each. 5x2=10
36. Elaborate five advantages of using a newspaper. 5
37. Give ten instructions to the front office staff regarding their uniform. 5
38. Where is the registration desk located in a hotel ? Who is incharge of this
section ? Write six important activities performed here. 5
39. Neatly draw a hierarchial chart of the front office department of a
five-star hotel. 5
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