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General Instructions:

1. Please read the instructions carefully.

This Question paper is divided into 03 Sections, viz. Section A, Section B and Section C.
Section A is of 05 marks and has 06 questions on Employability skills.

Section B is of 20 marks and has 25 questions on Subject Specific Skills.

Section C is of 05 marks and has 07 competency-based questions.

Do as per the instructions given in the respective sections.

Marks allotted are mentioned against each section/sections.

All questions must be attempted in the correct order.
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SECTION - A
ASTTR HIeTe IR AT 710 6 Ul & & fhg) 5 usf & IR @I (1 x5 = 53®P)

Answer any 5 out of the given 6 questions on Employability skills. (1 x 5 =5 marks)
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Q.1.Which of the following is not a key skill to understand a language?

a) Listening b) Reading  c¢) Speaking d) Writing
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Q.2. is an art which comprises both a desire to comprehend as well as offer support and empathy
to the speaker.

a) Active Speaking  b) Active Listening c¢) Active Writing d) Active Reading
THIIRMBIFARI S IHargl
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Q.3. Lack of motivation may lead to

a) Frustration b) Disputes ¢) Anger d) Unhappiness
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Q.4. Do not approach your life with problems, approach it with .
a) Satisfaction b) Attitude ¢) Solutions d) Belief
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Q5 A is a collection of cells in the form of a grid.
a) Workbook b) Worksheet c) Row d) Column
Ty & SAdciHe Wi &1 &1 o el & OF IR UGA A IH I eIy Helodl gl
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Q.6. The function of Electronic spreadsheets that makes the content looks neat
and easy to read is called

a) Inserting b) Designing c¢) Wrapping d) Formatting

Gs-g
SECTION - B
fowa AR PR R R me 25 g A fFgi 20 usi v IWwE | (1x 20 = 20 3{P)
Answer any 20 questions out of the given 25 questions on Subject specific skills. (1 x 20 = 20 marks)
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Q.7.  Who performs the duties of a Front office assistant in an organization?
a) Office Superintendent b) Head Clerk c) Personal Assistant d) Junior Clerk
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Q.8.  Which of the following statements in incorrect?
a) A Secretary is not an integrated part of the organization.
b) A Secretary plays a very crucial role in the organization.
c) A Secretary is required in all types of organization.

d) A Secretary is the eye and ear of the executive.
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Q.9. How does a Secretary shares the burden of the executive?
a) by doing his or her household work
b) by bringing lunch for him or her from home
c) by attending time consuming details of the work

d) by sharing his or her problems
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Q.10. Every private secretary is supposed to be specialist.
a) Accounting b) Finance c¢) Resource d) Administrative
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Q.11. Which of them is not a classification of Secretary?

a) Administrative b) Company c) Secretary to government d) Private Secretary
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Q.12. A Secretary appointed by the Government is appointed through

a) Indian Revenue Service b) Indian Administrative Service

¢) Indian Foreign Service d) Indian Police Service 1
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Q.13. Which of the following is not a liaison duty of a Secretary?

a) Taking calls  b) Handling Visitors c¢) Taking dictation  d) Handling enquiries 1
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Q.14. A Secretary needs to be competent in skills along with Shorthand skills.

a) Public relations ~ b) Language c¢) Computer d) Management 1
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Q.15. Sending and receiving of written communication of various types is known as
a) Letter b) Post ¢) Mail d) None of these 1
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Q.16. Who takes care of mail handling in small organizations?

a) Mailing Department b) Chief Secretary

c) Postal Department d) Professional Secretary 1
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Q.17. Systematic of mail handling ensures that mailing operations are

carried out efficiently and effectively without delay.

a) Management b) Planning ¢) Controlling d) record 1
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Q.18. Inter-departmental mail is handled by according to their requirements.

a) Managers b) Secretaries c) Executives d) Employees 1
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Q.19. Local mail of urgent nature may be sent with the help of a

a) Special messenger b) Local messenger c¢) Office Messenger d) Mail Messenger 1
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Q.20. Sending mail by this mode ensures quick delivery of mail along with its acknowledgement.
a) Courier b) Post Office c¢) Special Messenger d) Speed Post 1
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Q.21. Who is entrusted with the task of receiving the mail and providing acknowledgement
of the receipt?

a) Postal Clerk b) Office Clerk c¢) Executive d) Mailing Clerk 1
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Q.22. Incoming Mail Register is also known as
a) Peak Register b) Dak Register c) Patch Register d) Record Register 1

Uy 23. Th His it TxaTat 8 bl 8 ForaehT STNT T raeTaes o a & forg
febar T B
MNAT GEARSH WU Rl 1
Q23. A may be any document that has been used to make key business decision.
a) Mail b) Memorandum c) Letter d) Record 1
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Q.24. Decisions for the future course of business are taken keeping in view the performance.
a) Present b) Past c) Future d) None of these
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Q.25. Which feature of the filing system suggests that it should not take unnecessary space?
a) Economical b) Flexibility c¢) Compactness d) Safety
Y 26. AEHIY SR B MRS BEd T ot _ TR % SETER § |
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Q.26. Dictionaries and Telephone Directories are examples of system of file classification.
a) Alphabetical b) Numerical c¢) Chronological d) Subject based
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Q.27. In this system of filing the file numbers are written on them and arranged in alphabetical order.
a) Alphabetical b) Numerical ¢) Chronological d) Subject based
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Q.28. In geographical system of filing, the whole area may be divided into different
a) Regions  b) States c) Districts ~ d) Zones
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Q.29. In which system of filing, the files are maintained in order of time?

a) Alphabetical b) Numerical c¢) Chronological d) Subject — wise

T 30. <Td T3S & hia-e BT ITANT had dHt forar 1 a1fee 519 SRR ot S arelt Il &1 981
foem 99 sergl
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Q.30. Legal — size cabinets should be used only when the greater portion of the material to be filed is
larger than inches.
a)5.5by 11 b)6.5by 11 c)7.5by 11 d)8.5by 11 1
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Q.31. filing cabinets let a large number of people access the files at the same time.
a) Side shelved b) Open shelved c¢) Closed shelved d) Vertical shelved 1
s -t
@gdT et g
SECTION -C

(COMPETENCY BASED QUESTIONS)

feu e 7y A A f5gl 5 syl & IR Sifome| (1x5 = 5 3P)

Answer any 5 questions out of the given 7 questions. (1 x 5 =5 marks)
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Q.32. Ajay is working as a Private Secretary in Heritage Coorg Resort. One day, a visitor arrived at

the resort who had an arrogant nature. Ajay, however, handled the customer with utmost

wisdom and a professional approach. In this situation, which personal skill has been exercised

by Ajay while dealing with the visitor?

a) Regularity

b) Tactfulness

c) Foresightedness

d) Wisdom 1
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Q.33. Ananya who works as a Stenographer in a private office often delays in submission of
work due to poor time management. She needs your help in resolving this issue. Which of the
following advice will you offer her to solve her problem?
a) She should wake up late in the morning
b) She should complete her assignments on daily basis and should not keep them pending.
¢) She should do meditation and Yoga and should not worry about the submission of work

d) She should go to a psychologist and get counselled. 1
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Q.34. You are Secretary of a reputed office and suddenly you have been assigned a task to stamp
impressions of dies of approved design on postal articles for payment of postage fee. Which of the
following Mail room equipment will you choose for accomplishing this task?
a) Sealing Machine

b) Addressograph
c¢) Franking Machine

d) Mailing Scale 1
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Q.35. You are the publisher of a reputed Publishing House. You want to send the specimen books of
‘Office Procedures and Practices’ to a few teachers of reputed school so that these books can be
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recommended by them to their students after thorough study. Which of the following mailing method
will you prefer to send them?

a) Value Payable Post b) Speed Post c¢) Surface Air Lifted d) Courier Services 1
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Q.36. Your office executive has assigned you the task of keeping the record of daily wage workers of
your organization and prepare their individual files for the same. Which of the following methods of
filing will you adopt to maintain the files of daily wage workers?

a) Alphabetical b) Numerical c¢) Chronological d) Subject — wise 1

Ty 37. YRR U UfAfNd Tio # 0RR Ifed &1 3514 wrafad &) feired s o1 e fear g ik 3@
A3 Bigfer Rien &) feforea wisfei Ried & sea ared 81 Fafafed & 3 fod adam
URexg H Brgdl & f$ied TU T U B BT TdIdH dRidhT 78! AT off Jobdl 87
3) FAIS SNYRT TR §) Tgeh! fthed
) ORI AR I8 TR %) S Ad SicTHe 1

Q.37. Bhaskara is a professional secretary in a reputed organization. He has decided to make the
office digital and now wants to transform the manual filing system to digital filing system.
Which of the following cannot be considered as a latest mode of storing the files digitally
in the present scenario?
a) Cloud based storage b) Micro film

c¢) Free online word processor d) E mail attachment 1

T 38. 3MUDBT TGUTT G G- H Tell §31 8| 3T SIaT-TT &3 T Hfaffda e aral fafte Tfia wrsf &

ST R YAS ATRTTd &F DI BIAl Bl SIHIHd BT A8d & | IUD (A 3T SIHHU B
B4

RIPT ST

3 fafsreet &1S gefai ) U SefRiT

) TS g TSfRAT Q) T A P T 1
Q.38. Your business is expanded throughout the country. You want to index the files of every

individual region by using different coloured cards representing different regions. Which

method of indexing you will adopt for the same?
a) Visible Card Indexing b) Page Indexing

¢) Bound Book Indexing c¢) None of these 1



2021PB18241



