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e Please check that this question paper contains 8 printed pages.

e (Code number given on the right hand side of the question paper should be
written on the title page of the answer-book by the candidate.

e Please check that this question paper contains 33 questions.

e Please write down the Serial Number of the question before
attempting it.

e 15 minute time has been allotted to read this question paper. The question
paper will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the

students will read the question paper only and will not write any answer on
the answer-book during this period.
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General Instructions :

SECTION A

(1) 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.

(ii) 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.

(iii) 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

(iv) 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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Eus b
SECTION A
fefciiad 4 @ fagd @ Jo41 & I GiT | 1x10=10
Answer any ten of the following questions.
1. 91T a9 e JeeH § TRl hd 8 |
(%) @HF (@) =
(M) ufEd (7) oE (5%)
Prayer and meditation help in management.
(a) time (b) stress
(c) change (d) conflict
2. gfga = fia T =1feT |
() THI HT 9T (@) waruaRE (Twer)
(M w@aE (@) fom=
A secretary should maintain an even
(a) punctuality (b) loyalty
(c) temper (d) courtesy
3. Wk gRI 99 9T art aft o Y wfafee % i ST 7 |
(%) 9ot e (@) s fSEs
(M) s e (9) 3TEe g ol
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. 93 GSAl H, FEl S I HEAT (U Bl 7, Th gk fawm & had
2, ol LTI I Tt 2 aTfeh STeh ol T@@Te Fafeyd €9 & fohan o1 o |
(%) TTEh ek IHm
(@) s favm
(M) SrEe 2 fawm
(7) ra-favrfia s fawm
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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5.  WIsiel i 9 tate Res It=arid @yt wisen 1 STl HEAT & A1l B, Huard
g

(%) FUITIR Brgfert (@) hIcTshite BI3IeTT
(1)  HEA-gES gl (@) fawergar wEfem
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
6.  STTHECT ST % foTu ueh Hgwayul ggmdt 7 |
(%) Th USH (@) i
(M) it () &wF geed
Indexing is an important aid to
(a) Mailing (b) Weeding
(c) Filing (d) Time Management
7. a8 |1 gt 8 o dire fomiw & @t g v & weed B |
() HrdSID T (@) st am
() A (w) =fufq g

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
8 UHOWH o YT § his Wi S T8 foham ST Fehd |
(%) FIm (@) T
(m) R () R
No business can be transacted in a meeting without a
(a) Notice (b) Quorum
(c) Agenda (d) Minutes
9. ged gfeqen faeht 3w 21 < foawer S < for Tk Sran &, shaerd! B
(+) Io@ s (@) 3 T3H &
(M) s (7)o =T
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
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I STGEAT i & TIU Teh <! gaTd o ST Fehdl B |

(F) Wi

(@) fospa e

(1) HEE

(%) 399 i

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

(b) Sales Agent

(c) Helper

(d) Travel Agent

I TS {11 W T T bl Tl 2 :

(F) b

(@) s>

(M) HEHR

() R

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

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

qrEee S g fffid ue gEdares & S Tf <l g 2 |
(%) w1 T

(@) foeprett T8

() mr ht TIg qr FepTett T8

(7)<l g, FeRTedt g qen 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
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2x5=10

Answer any five questions.

13. G & gafuq [ @faa & foregl 91 hdeai 1 3g@ hifag |

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

14.  rsfert & fohdl IR <yl shl gt ST |

List any four advantages of filing.

15. 194 91F % AR [I¢¥ I W IH W ged g Hid q9d 9 foba
Sl ! LIF | W@ ? TH gl I Sl 1 3@ i |

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. 39 S gRI HATd ¥ 70 fpetrfiet i gl Wt dos H um oH % fog
39 3! AT & o/ YR o1 Y&y hidl, 39T G8Y T U9 HIfT | gur T
I | T 537 R ¢ |

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. ‘SASH.TH.” & g1ean 9 U Ffdd ol 99 TAMETGHd i & 0 3Tavas
foraror 5w |

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

18.  {@ifehd <eh ol 1 79 7 ?
What is meant by a Crossed Cheque ?

19. T.A.UH. § Thg & o w0 GT |
Give the steps for withdrawing cash from ATM.
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3Ixb=15

Answer any five questions.

20.

21.

22.

23.

24.

25.

26.

‘Gfa & FE & U FB ARG 07 ATawT 8ld & || 0 foheal ofF 7o H
HEY H WSy |
‘A secretary’s job requires certain personal qualities.” Briefly explain any

three such qualities.

There Wl 1 Ha H Ui HIVT |
Briefly describe ‘Franked Mail’.

BISICHT o Hawd o foheal o forgatl ol GHEST |

Explain any three points of importance of filing.

guT & TUTIfd & fFal ©: el &1 3g@ i |

State any six duties of the Chairman of a meeting.

foew amn 1 ST I9E 9T 94 USR] ok T 39 S yEY U 39T
LR EIELU

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

planning a trip abroad.

d%  Uehg TR hi TshaT ! THATIT |
Explain the procedure of withdrawing cash from the bank.

g9 T A qAT PTAE HH 6 AfdFd db $S 7 Ja1¢ ff JgH Hd 2 |
Ul gl i daredi o1 3g@ i |

Besides accepting deposits and making payments, banks provide certain

other services. State any three such services.
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SECTION B

59 @S § & fabegl gier y91 @& 3o v / 5x5=25

Answer any five questions from this section.

27.

28.

29.

30.

31.

32.

33.

fosft wfaa & fredl uia frafia (Fea) sdeat @i g&w § gwemsy |

Briefly explain any five routine duties of a private secretary.

‘3T ST o T & T7 <l HEATSY |
Explain the steps in handling of ‘Inward Mail’.

GUAd BIsientT b feheal o= ot qem fepeal o Hamedi sl sidmsy |

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

3-WISeTTT <hl o 379 B 2

What is meant by e-filing ?

‘Torell wEara o g& 7erET fouer # wagE i o fafvEt gt 8 U el @
fafert 1 @wermsy |
‘There are several methods by which votes can be cast for or against a

motion.” Explain any two such methods.

“IrTshe (AT HTdsH)’ T T 31 B 2 IR dOR Rd JHY e H O W S
a1t foredl ®: forgadi =1 3g@ HIfT |
What is meant by an ‘Itinerary’ ? State any six points that should be kept

in mind while preparing an ‘Itinerary’.

S H ‘g9d 9% QAT @id hl ihAT sl GHEST |

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