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SECTION A

Answer any ten questions from questions no. 1 to 12. These are multiple
choice questions carrying one mark each and you have to choose the
correct answer out of the given alternatives.

Answer any five questions from questions no. 13 to 19. These are very
short answer type questions carrying two marks each. Answer to these
should not exceed 30 words each.

Answer any five questions from questions no. 20 to 26. These are short
answer type questions carrying three marks each. Answer to these should
not exceed 70 words each.

SECTION B

Answer any five questions from questions no. 27 to 33. These are long
answer type questions carrying five marks each. Answer to these should
not exceed 150 words each.
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SECTION A
Heieiiad 7 & fagl aa F941 & I F197 | 1x10=10
Answer any ten of the following questions.
1. ST Qe e JegA | HgRdaT i @ |
(%) wF (@) E
(1) i (7) 8 (575)
Prayer and meditation help in management.
(a) time (b)  stress
(c) change (d)  conflict
2. wfwa = s @A 41MET |
(%) T AT I (@) wamuhe (awEr)
(M) w@HE (=) fom=
A secretary should maintain an even
(a)  punctuality (b)  loyalty
(c) temper (d)  courtesy
3. S gl Ul I et et wat i wfafse H 1 ST 7 |
(%) uur TR (@) s e
() S WER (I) 3T ST eI
is used to enter all the letters to be sent by post.
(a)  Dispatch Register (b)  Diary Register
(c) Dak Register (d) Inward Mail Register

4. 98 GieAl H, @l ST i HAT IAUh Bl 7, Teh JUh faum 4 HEd
2, hl TMgAT <hl STt 2 dIfeh STeh o1 WE@Td SIaEd &9 § foham ST e |
(%) IS ST [THAT
(@) s faum
()  SATEeh BT TIHET
(a)  ST=R-faurfia gk faum
In big organisations, where the volume of mail is large, a separate
department called may be set up so that mail can be handled
systematically.

(a) Inward Mail Department

(b)  Mailing Department

(c) Outward Mail Department

(d) Inter-departmental Mail Department
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HrsferT <Al o7 faftr fSEes s=ta aufi wrgell o1 T T & St 8, el
3

(%) SUIER Bsfert (@) TS FIEH

() HEA-HTH BRI (7)) FrvgER wEm

The filing method under which all files are given separate numbers is
called

(a)  Alphabetical filing (b)  Chronological filing

(c) Numerical filing (d)  Subject filing

HLHHO ST o T weh AEwl wEwaT @ |

() 31 WM (@) e

(1) wEfem (F) 99 yEed

Indexing is an important aid to

(a)  Mailing (b)  Weeding

(c) Filing (d) Time Management
g AW B! & foraH Tred Ty o aft 90 9 o ¥ohd ® |

(%) TS Tl (@) fft 3

() G | (a) @fufa |

are those meetings which are open to all the members of the
concerned organisation.

(a)  Public meetings (b)  Private meetings
(c) General meetings (d) Committee meetings
T |1 % NG T Hig ft HrF T foham S Fekan |
(%) "W (@) o
(1) R () hréig
No business can be transacted in a meeting without a
(a) Notice (b)  Quorum
(c) Agenda (d) Minutes
Tey gfeaert feert 3T 241 o faawer S & fore fomen Sran &, waadt 8
(%) I SRR (@) 3 rEA A
(M) oA mEE (o) g wHf
The reference book that could be used to find the details of trains is called
(a)  Railway Diary (b)  Train Time Table
(c) Train Guide (d)  Train Map
4
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AT STTEAT i o T Teh 61 Fad & I Gehdl @ |

(%) i

(@) fosha Toie

(M) wEE

(7) 9 wie

The services of a may be availed to make travel arrangements.
(a) Agent

(b)  Sales Agent

(c) Helper

(d)  Travel Agent

I TS WA T¢I ST 1 THHRAT @ :

(%) o=

(@) s

(M) HEHR

(%) @HeR

This organisation accepts deposits payable on demand :
(a) Bank

(b) Post Office
(c) Money Lender
(d) Creditor

EEh S g fuifid u gEara B S Tf¥ <l gt 7 |
(k) TS

(@) Freren T8

() S i T qn et T8

(=) S i e, et w8 qur I

A passbook is a document issued by the bank that shows the amount

(a)  deposited
(b)  withdrawn
(c) deposited and withdrawn
(d)  deposited, withdrawn and the balance
5 P.T.O.



fa=g1 aier 941 & 3¢ Ffaw | 2x5=10

Answer any five questions.

13. 91 ¥ gefq s afua & forsl 9 shdeal o1 3g@ hifgy |

State any four duties of a private secretary in relation to meetings.

14. HISCT < fohegl IR AT 1 F SHRT |

List any four advantages of filing.

15. 3194 §iF % FEHITS f9C¥ IET W IH W ged §ob hid a9g 9 fohd
hTehl bl I H W ? UH fohrgl IR SRehl o1 3g@ hHIfWT |

What factors would you keep in mind while booking hotel accommodation

for your boss for his business trip abroad ? State any four such factors.

16. 379k 919 GRI AT ¥ 70 fhaAmHiet i gl T TH oo H W o & g
MY 37! AT o 18 Th h1 TeY hil, IHHT H&Y T GUH <hIfT | AT TAqA
A 9 1 837 Tl 7 |

Briefly describe the mode of travel you will arrange for your boss who has

to attend a meeting at a place 70 km from the office. The venue of

meeting is not connected by train.

17. ‘SASHTH. & 71590 ¥ Tk Afdd ol 94 LAFANT w3 o U e
e &S |

Give the details required to transfer money to a person through ‘RTGS’.

18. {@Ifehd =ieh o1 &1 37 g ?
What is meant by a Crossed Cheque ?

19. TILTA. § Thg TS o = GNT |
Give the steps for withdrawing cash from ATM.

194 6



fa=g1 aier 941 & 3¢ Ffaw | 3x5=15

Answer any five questions.

20. ‘Gfua % w & U $ ARET U AawEE g 7 || v fRegl @ T
&Y o TS |
‘A secretary’s job requires certain personal qualities.” Briefly explain any

three such qualities.

21. has Ut W1 GHY A Ui HIFT |
Briefly describe ‘Franked Mail’.

22. IS o WETd o foheal A feirgatl ! WHETSY |

Explain any three points of importance of filing.

23. TUT & AU & fhal ©: Hdedl 1 3g@ HiT |

State any six duties of the Chairman of a meeting.

24, foew Imm h AT TR I A9 AREI & fAT T T YSy H IR
HHATRT |

Explain the arrangements that you will make for your executive who is

planning a trip abroad.

25. S 9 Uehg BT <hl UfshaT hl THIATST |

Explain the procedure of withdrawing cash from the bank.

26. O T B TAT YIAH i oh AARF Soh S 3T A€ Hf IgH Hd & |
i fopral i Tanet o1 3g@ HIfg |

Besides accepting deposits and making payments, banks provide certain

other services. State any three such services.
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SECTION B

39 @UE 7 G (g1 gier 3971 & IR T | 5x5=25

Answer any five questions from this section.

27.

28.

29.

30.

31.

32.

33.
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st @fea % fohegl are Fafa (o) sdeai & 9™ § aweisy |

Briefly explain any five routine duties of a private secretary.

‘3T ST o WEET  <UN hl GHEATST |

Explain the steps in handling of ‘Inward Mail’.

qAdA BISAT o Teheal o9 141 a7 Teregl & E|13T sl 9dTsu |

State any three advantages and any two limitations of horizontal filing.

S-ISforT AT o 3719 8 2

What is meant by e-filing ?

“fonel) gedTa o 9 31a fouet | waeH il e fafmr gidt @ | uE fomegi 2
faferrt <t gw=msT |

‘There are several methods by which votes can be cast for or against a

motion.” Explain any two such methods.

TR (AT HRAHH) HT F AL 7 ? TETHE dAR HA T I H W AW
It ol ®: forgatt =1 3g@ ST |

What is meant by an ‘Itinerary’ ? State any six points that should be kept

in mind while preparing an ‘Itinerary’.

S H ‘T S @iAT Qi <hl AT sl IHEATST |

Explain the procedure of opening a savings bank account in a bank.



