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59 Jv7-79 H 31 GUSI 4 24 T & - WIS & HR @IS |
GUE & 4 EHB YFR & T 8, Tale GUE & H [a9q9%e JHR & T 6 |

fow 78 (6 + 18) = 24 IHI § G, IHIGaR HI 3 TS F Teled (IAferHan) gug °
(6+11) =17 F¥FIWaTE |

Tt a9 g & qoft o1 ol @t 54 1 A 1 JI1G 1631 STH1 91RT |
TUE % : FEHB ThR & 74 (30 37%) :

(@) ITUET 6THE |

(b) s THRIHF HHT T8l 2 |

(c) T3QTQ fa3T & STTER FIiorg |

(d) I J3/9TT & GIH- SATEIed bl 1 Iecid T T2 |
WU G : [qYITF THR & I3 (30 3F) :

(a) 3EUSH 1878 |

(b) IrHlgaR &l 11 JSH FH 3 |

(c) WWW%WWI

(d) el T34 & GIH- ST el ol Iecid 1T T 8 |

@uUs &
(TEIS THR &F T9) (30 3ih)
TSR 9 W) U 7w 6 g9t 9 9 foredf 4 o 3t S | 4dx1=4

) 30 9199 H G5 (conjunction) T TE=H HIRTT :

“Sheela and I went to the market.”
(A) to (B) the

(C) and D) I
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General Instructions :
(i) Please read the instructions carefully.

(it)  This question paper consists of 24 questions in two Sections : Section A
and Section B.

(iti) Section A has Objective Type Questions whereas Section B contains
Subjective Type Questions.

(iv) Out of the given (6 + 18) = 24 questions, a candidate has to answer
(6 + 11) = 17 questions in the allotted (maximum) time of 3 hours.

(v)  All questions of a particular section must be attempted in the correct
order.
(vi) Section A : Objective Type Questions (30 marks) :
(a)  This section has 6 questions.
(b)  There is no negative marking.
(c) Do as per the instructions given.

(d)  Marks allotted are mentioned against each question/part.

(vii) Section B : Subjective Type Questions (30 marks) :
(a)  This section has 18 questions.
(b) A candidate has to do 11 questions.
(c) Do as per the instructions given.

(d)  Marks allotted are mentioned against each question/part.

SECTION A
(Objective Type Questions) (30 Marks)
1. Answer any 4 out of the given 6 questions on Employability skills. 4 x1=4
1) Identify the conjunction in this sentence :

“Sheela and I went to the market.”
(A) to (B) the
(C) and D) 1
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Gi) f=fafaa 9 @ iH-a1 safthca faemr stcafen sArer-agw i wreqT g fagiy
&Y Y UM ST ?

(A) Tififafes wEafdt feasiiet
(B) dietasT qH-fcre! femaitet
(€) feice wdAferdt femsiter
(D) Ud-Hie yeAferdt femaiidt
(i) “SMART” &l H, ‘S” o1 T 37 & 2
(A) ¥HH (Same) (B) faf3T® (Specific)
(C) A (Simple) (D) =¥ (Self)

[ N e N e

Gv) Ffafaa 3 @ wH-a1 Tl ISieyH § T8 Sied ol a8l ale © 2

(A) Ctrl+N (B) Ctrl+A
(C) Ctrl + Shift + A (D) Ctrl+M

v) IHT 1T TSI ar 71 ST Feh deRTehl STTHAT o U 99K
I W IEFdT d ¢ |

(A) R (Professional)
(B) dehIeh! (Technical)
(C) TR-a&1hl (Non-technical)
(D) EaET-3TIRA (Service)

(vi) ETRR gRT TIfUa T AT SR FRATHT sh1 HTIAT HIT ARTET0T
T A § |
(A)  Foram & feq wwE
(B) N HeTioere™
(C) i for st

(D) forEm™ IcaTeeh T
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(i1)

(iii)

(iv)

(v)

(vi)

Which of the following personality disorder is characterised by an

extreme feeling of self-importance ?
(A) Narcissistic personality disorder
(B)  Borderline personality disorder
(C)  Dependent personality disorder
(D)  Antisocial personality disorder

In “SMART” goals, ‘S’ stands for :
(A) Same (B)  Specific
(C)  Simple (D)  Self

Which of the following is the correct option for adding a slide to a

presentation ?
(A) Ctrl+N (B) Ctrl+A
(C)  Ctrl + Shift + A (D) Ctrl+M

Entrepreneurs use their expertise in providing services to

create a market for technical entrepreneurs.
(A) Professional

(B)  Technical

(C) Non-technical

(D) Service

The set up by the government provide support
activities and training to local youth and farmers.

(A)  Farmers Interest Groups

(B)  Agriculture Colleges

(C)  Krishi Vigyan Kendras

(D)  Farmer Producer Organizations
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feu T 7yt 9 9 ol 5 o ST ST |

G)  dumE, e, foefre sitss aa & TS |
(A) SRS (B) ymfe
(OBE:CICRIEED (D) AT AT AT

(i1)

(iii)

(iv)

(v)

(vi)

(vii)

T |t el § 9gd R Mo feu/arsa g § et o
HTARIHAT T8 © | STE 1 FHT g | Sdifed Neigw i 3ha e ghfaa
F % fore frferfaa & & -a1 e aoi ST ?

(A) 32 T TS % &G H ST L |

(B) 3= TIHF & i w944 |

(C) S TSI ohl o7 ST oh foTq ST Rt |

(D) 37 T A o TIC JUT ST HT ST 1 |

e shi SIELAl o STTAR ATSIEeH GHTIT S e Glow, Gfek sfe a6t
BIERIC] CELCIREREGIRS

3ok shi STl Rl fordt Ty s1afer aen ar Afafy=a e o fore wfia s

FEATATE |
(A) T (B) =g
(C) Y& (D) EIMEA

T feshe ATt Tt st SRR SSETse 0 AT hish SIS e foha
STEHATR | (TE /T

HTSZ IS Ueh TATRES YA HIS & Sl HISURH hl (o HEAH H IHh ofh
QT T FoTag ok T d Y AT | (GHESK))

Ueh Gfed T A 7 ool ShAhI hl TEIAT AT 8, dfch Sdehl ahl dart 3T
St bl oft FATeT R | (FEATe)
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Answer any 5 out of the given 7 questions. 5x1=5
1) Tension, anxiety, irritability and boredom are symptoms

of stress.

(A) Behavioural (B) Physiological

(C) Psychological (D) Detectable

(ii)

(iii)

(iv)

(v)

(vi)

(vii)

In almost all organisations, there are a lot of confidential
records/papers which are no longer required. There is a shortage of
space. Which of the following is the best way to ensure proper
disposal of unwanted records ?

(A) Use them as rough paper.

(B) Sell them to a local scrap dealer.

(C) Use these papers to make paper bags.
(D) Use a paper shredder to destroy them.

Provision of logistic solutions like godown facilities, packing, etc. as
per customer’s needs is a feature of service.

Suspending the proceedings of a meeting either for a particular time
period or indefinitely is called

(A) Adjournment (B) Agenda
(C) Motion (D) Amendment

Railway tickets can be booked online by logging onto the official
website of Indian Railways. (True/False)

A credit card is a plastic payment card that provides the cardholder
electronic access to his/her bank account at the financial institution.
(True/False)

The job of a Secretary is not only to assist the executive, but also to
handle meetings and prepare presentations. (True/False)

Page 7 of 19 P.T.O.



E:HE
<
[=

[]

3. TRumu 7w A9 fomdl 6 o ST AT 6x1=6
()  FEERT ARRRT hl TEFERT oM FE & T ugd T v Ol afua &
el bl fEEdT = |

(i) e W Sk e w1 AfdNh R STt fomT &1 81t & § SehTiRTa qeaeh sht
GHIET ITH 3L o fTT HATT TehTR1eh i shi-6ft STeh U ohT STANT LA hl GHATT
U
(A) wheure
(B) e s™
(C) aETteh T feTwIeT
(D) Srdidr

(iii) T JANT hael qe fRAT ST € S foRelt e o uer o7
fouer 4 TR G A A A |
(A)  Juftufd o=ff
(B) =IfETaR
(C) Hd
(D) SRt

(iv) I o= foret () B § it ST areft I S faawor giar § a9r SAevaesd
AT T Tl ST o oI 38 s StraT 2 | (TE/ATEa)

(v) 3% o gHe] W U ford) IEdra W o3k 1 SNu=nies fHuig ues
FEAAT L |
(A) &
(B) Tsfer
(C) wled
(D) Eehed
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3. Answer any 6 out of the given 7 questions. 6x1=6

) Taking the initiative to brief the executive is a part of the

duties of a private secretary.

(i1) Which postal service would you suggest to the publisher, for
obtaining reviews of a recently published book without putting an

additional burden of postage costs on the readers ?
(A) Speed Post

(B) Registered Post

(C) Business Reply Envelope

(D) VPP

(i) A is used only when there are equal number of votes

‘for’ and ‘against’ a motion.
(A) Attendance Sheet
(B) Casting Vote

(C) Poll

(D) Proxy

(iv) A tour claim form contains the complete details of the journey to be

taken and is filled up to draw the necessary advance. (True/False)

(v)  The formal decision of a meeting on any proposal put before it, is

called a/an
(A) Motion
(B) Agenda

(C) Amendment
(D) Resolution
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(vi) ol S 3 3= forfier deome g1 Yo Y ST Tt SeT S 36k UTEehl o
TIETEA B AT o GRT TR & § Tt e O i STgAfd a2,
FEATA S |

(vi) ThH__ e arar & 98 WA s W i T TR S @ ei
e TR P TR 3TaThAT Sk H SRS B T ST BT 2 |

few w6 wwai 7 W fRET 5 % S ST 5x1=5

G)  Tave et <1ftres Bnft, Seshdar Sat g sferer BT qe S, T o 37T
Afsafr it wifera off sSga Bt | (GHEASE)

(i) ST H 3T T T & forw e avft ot W femier sifera
STt 2 |

(i) &t Fepiw o wifereh &9 | SH1C TET STTaede T8 @ | $ete 3 FFet i
Hag U Frigy & Ta@nd o fore, foret forfer st SuRimT foram STt © 2

(A) HTZShITO T
(B)  STTSHHATTHT
(C)  SeARgITeR BIgfedT

(D) G (afdhet) Brgfeim

(iv) TSt fremml o d@e g smaifSia ot ST arett Sdeh o grarfeua fsf fFeemr
% WIS T TG G <= ohl STl 8, 3 FRTICTR |

(A) G S3h

(B) ATSHTRIeh S3%h

(C) ek e

(D) HATITdHRTA doh
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(vi)

(vii)

A service provided by a bank or other financial institution that

allows its customers to conduct financial transactions remotely

using a mobile phone or tablet is called

A/An

is a cheque that is not crossed on the left corner and

payable at the counter of the drawee bank on presentation of the

cheque.

Answer any 5 out of the given 6 questions.

(1)

(i1)

(iii)

(iv)

5x1=5

The more the education, the greater the awareness and better the

power of understanding, grasping and expression. (True/False)

All the mail received is date-stamped to

same organisation.

its receipt in the

It is not necessary to maintain all the records in physical form.

Using the Internet and computer, which method can be used for

maintenance of records ?

(A)
(B)
(C)
(D)

Microfilming
Indexing
Electronic filing

Vertical filing

Meetings which are held by private bodies or associations, in which

affairs or business of the concerned private body are discussed, are

called :

(A) Government meetings
(B) Business meetings
(C) Annual meetings

(D) Emergency meetings

Page 11 of 19
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(v)

(vi)

B et AT TR ITEdTe o fore ST foram ST 2 |
(A)  Tore off vt AFTiGR

(B) i ek oot Tt sttt

(C)  3TerhTiten e o foTu R TR ot Ufaffered e aret W=

(D)

AT T

e faa erafyr & forg few e o= we fafyr srafer & forg s fomar star
? qT 39 I SIS YRl OX 3 BIdT &, q7 L 3 BIdT 8, 39
FEJE |

(A)
(B)
(©)
(D)

ST STET
grafer ST
s=d @rdr
=] @rat

feu T 6 yvAT H ° foreel 5 o ST N 5x1=5

(i)

(ii)

(iii)

(iv)

Tt 7 foraT SR o A Rl 1 el T ST 99 Yo U 3T
TR | GHSE))

ORI O ST AT SToh ST Y& AT ST H & T 2 |

fEnte stafer o 8F W,

(A)
(B)
(&)
(D)

GEESE)
T aifed Nenied i 8 forar a2 |

oo o~ ¢ o N
[SISTced TLehlgH ohl TUCTH hid

SAFG -1 TEATSIST shl GLadT
fersT & EATASH o foTC S8 S
fefea fenisa =i afiehd, TaIf-ed SR I W&

fortt ook Sl FRaTRT T FEhiS ST 3T S8k o SN {ohT T Y AT Wi,
G2 SN T Trenfe uiara e o forg s ST 2, FEATAE |
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(v)  An Indian passport having a maroon cover is issued to :
(A) Any Indian national
(B) Top ranking government officials

(C) Indians representing the Indian government on official business

(D) Non-Resident Indians

(vi) A deposit for a fixed period, in which money is deposited for a
specific duration and interest on this deposit is payable at maturity

and is taxable, is called :
(A) Recurring Deposit
(B) Fixed Deposit

(C) Savings Account
(D) Current Account

5. Answer any 5 out of the given 6 questions. 5x1=5

(1) Not keeping diaries and not making ‘to-do’ lists is a good way to

manage time. (True/False)

(ii))  Cash on delivery is one of the business solutions offered by India
Post. (True/False)

(iii)  Destruction of unwanted records is done after completing the record

period to :

(A) Dispose digital records

(B) Protect electronic documents

(C) Make space for future documents

(D) Classify, manage and retain digital records

(iv) A record of the proceedings of a meeting, which is kept to preserve a
brief, accurate and clear record of the business transacted during
that meeting, is called

348 Page 13 of 19 P.T.O.
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(v) B H a8 sl i, HrRIHR hl T R MATHRATS 7T 36 gledt g1
ol ST STt forfsrT Gloremail o SATem ot <At S =Ry, for 31d ek e oAl
AT IR € | GRS

(vi) TR H WIAT T = AT ATe] Wl S SAHaret qdta sl wid # 31 31,
Y TR, ATHIRT 3T UM T II-u o § Heg ohidT & T o I AN sarsT
WH ST BT e, FEATATE |

(A)  SAMETE AT §UT QAT (TIALS)
(B)  ATGTHT SITRT W (TTSTE)
(C)  Toraeft wer HATAETE @ (THETAR)

(D) =T @rar

6. TRumu 6 g A @ fordl 5 o ST AT 5x1=5

(i) ¥fO7RT T ZHUE, HITSHTCHR el AT hidl sh1 HITT, TTE o T&T0T & | (HE/ATerd)

(i) ek ST ST aTel O I ek ST SEATE fohT ST & |
(A)  ferepa
(B) 9y
(C) HIIdT-g™v
(D)

(i) Toreft oft forwer ot oreft siTeifiveR TSIt S e, Tere qer fdide we € wea
o wdd fFy S € | GEASE)

(iv)  AfS STEAET ST Sl Sheall @, A1 34 Torel! 311 waear 5T T ST STTaeersh
2 (FEH/ATeT)
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(v)  Hotel accommodation should be booked based on the executive’s
entitlement and preferences as well as the various facilities offered

by the hotel you are planning to book. (True/False)

(vi) A savings or current account held in India that helps NRIs manage
income earned in India, such as rent, dividends or pension, on which

interest earned is taxable, is called :

(A) Non-Resident Ordinary Rupee Account (NRO)
(B) Non-Resident External Account (NRE)

(C) Foreign Currency Non-Resident Account (FCNR)

(D) Current Account

6. Answer any 5 out of the given 6 questions. 5x1=5

1) Role conflicts, organizational structures and task demands are

symptoms of stress. (True/False)
(ii))  Every outgoing letter is signed by a/an person.

(A) Authorised

(B) Senior

(C) Recognised

(D) Sanctioned

(iii)  All relevant papers such as notes, correspondence and reports on a

given subject, are stored in one file. (True/False)

(iv) If a Chairperson moves a motion, it is required to be seconded by

another member. (True/False)
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(v) Torelt CRETEH R O A Rl fae H AT e A Al o e o
FEATE |

(A) ETUE

(B) dWEUR

(C) Im-foraer
(D) T ST diferet

(vi) a8 fowr s forell a1 9w # fRell et S ofifaes afterafi o
ETfHcel / E2Teh ohl Weh Wewequl UM sht GG o A1 Tei-a W % €8 doh (800

B St o fore foram ST 2, 39 FEAE |
LCLEKC)
(Frraraies wehr & T9) (30 37%h)
TSR H19d T 13U 77T 5 J91 7 G fobel 3 & IR T | Ik I T I 20 — 30 sl 7
g | 3x2=6

7. WA (Simple) I IR S (Complex) aTRT ¥ a1 3a¥ ferflaw |

8.  UUN o Wkl ol €& H @HATSY, S8 IS s4fth 1qwd el 2 |

9. TeIfe A uftyry AT | Wesfie & fordl T wesht & 9m o fafaw |
10. 919 J&Y BT GRATNG SHifSTT | o1 & e & a1 adier fafau |

11. XA & dey H, 3oifdess aredt (Electric Vehicles) & &1 1t sl uiufies o
A ST shl T H ST |
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(v)  The document provided by an airline, giving permission to a

passenger to travel on a flight, is called :

(A)
(B)
(®)
(D)

Boarding Pass
Passport
Itinerary

Travel Insurance Policy

(vi) An investment which involves the purchase of physical assets or a

significant amount of ownership/stock in a company in another

country, in order to gain a measure of management control, is called

SECTION B
(Subjective Type Questions) (30 Marks)

Answer any 3 out of the given 5 questions on Employability skills. Answer each
question in 20 — 30 words. 3%X2=6

7. Write two differences between Simple and Complex sentences.

8. Briefly explain the types of motivation an individual experiences.

9. Define Spreadsheet. Also mention any four components of a spreadsheet.

10. Define Stress Management. Also mention two ways of dealing with stress.

11. Explain two disadvantages of Electric Vehicles compared to fuel-powered

vehicles, in the context of India.

348
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12. Udr oGl (Addressing) B 7 aviF FHIfSQ |

13. W TAT TG (stress) Toge | 3Haws HifST |

14. S % T I T AT |

15. ST W T feooft fofiaw |

16. AT SfehT T § 3T IE HE h1H AT © 2

feu 71T 8 391 4 @ forrgl 2 & S 30 — 50 37531 (Idh) H ST | 2x3=6

17. O Yo foh8 Ed & 2 ToRell ST H a1 o RO shl Gell SHT3T | OHTe 3T Jei-a
fofet SFehTL foFarm ST € 2 (1S & foig)

18. S3H HATEIAT S ? I3 U UGS EId T {ohT ST Aot ShTaT ohl SATEAT shiSTT |
19. T IO HIT fenT oo qeden STshAivTeRT T Efard forator fifsig |

feu e 5 31 4 @ foregl 3 & I 50 — 80 I1s5T (Ieiah) H T | 3x4=12

20. IS o STSHTUT H ST AT GHSA & 2 S8k [oheal oI T okl T SHIfSTT |

21. TR ST aTeft (STTaeh) STk shi Tfshar Ty HifS |

22.  Ueh 99 I3 o AT ol 1 & ? Felelg shlfoTq S fepieell = b fereor iforw |
23. AU IET o oI hi-8 =T S=arasi ht SATa9eehdT © ? SUTREAT HifSTT |
24. 9% (cheque) {8 Fed & 2 = TR o ek &1 vl FIfSTT |
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Answer any 3 out of the given 5 questions in 20 — 30 words each. 3x2=6
12. Describe an Addressing Machine.

13. Differentiate between Time and Stress Management.
14. Elucidate Adjournment of a Meeting.
15. Write a note on VISA.

16. What is Online Banking and how does it work ?

Answer any 2 out of the given 3 questions in 30 — 50 words each. 2x3=6

17. Explain Stress Management. List the reasons for stress in an organization.
How can stress be managed ? (Any two points)

18. What is a Meeting ? Explain the tasks of a Secretary to be performed
before a meeting.

19. Briefly describe Book Index and Loose Leaf Index.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12

20. What do you understand by the Classification of Filing ? Explain any three
types of the same.

21. Elaborate on the procedure for handling outgoing mail.

22, What are the requisites of a valid meeting ? List them and explain any
four of them.

23. What are the different documents required for international travel ?
Explain.

24. What is a Cheque ? Explain the different types of cheques.
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