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General Instructions :

1.

2.

Candidate must write his/her Roll Number on the first page of the Question Paper
Booklet.

Please check the Question Paper Booklet to verify that the total pages of the
booklet and the total pages printed on the top of the first page tallies each other.
Also check to see that the questions are in sequential order.

Making any identification mark in the answer-book or writing Roll Number
anywhere other than the specified places will lead to disqualification of the
candidate.

Write your Question Paper Booklet Code No. 63/VOC/A, Set on the
answer-book.
(a) The Question Paper Booklet is in English / Hindi medium only. However,
if you wish, you can answer in any one of the languages listed below :
Engllish, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada,
Telugu, Marathi, Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali,
Kashmiri, Sanskrit and Sindhi.
You are required to indicate the language you have chosen to answer in the
box provided in the answer-book.
(b) If you choose to provide answer in the language other than Hindi and English,
the responsibility for any errors / mistakes in understanding the question will
be yours only.
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Note : (i) All questions are compulsory.
(i1)) Question no. 1 to 7 are of two marks. Answers to these questions should
not normally exceed 30 words each.
(ii1)) Question no. 8 to 14 are of three marks. Answers to these questions
should not normally exceed 70 words each.
(iv) Question no. 15 to 19 are of seven marks. Answers to these questions
should not normally exceed 150 words each.
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1 “Receptionist duties have expanded as companies consolidate tasks and

responsibilities to create more efficient staffing practices.” Write any two

reception duties which are usually performed by a Private Secretary in today’s

world of work.

“Frrgie et @ foamr gor & aaife Hufal offus H9d RIGT Jmel &l 99 % fag
HrEl oY faTial & g Bl ¢ |7 Bl W1 & REwE die B i S S I
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Mention any two internal attributes which are important to make a business

letter effective.

®E A A SAD oI BN Ir@ B S FIEE T B AR a9 &6 [0 Ae@qol & |

Why is it important to schedule appointments for your executive ?

AT executive % T appointments & Feifa & w4 H%ﬁ'{“f T 7

State any two essential factors of an effective communication.

Ush Y& O & dis O 3 STE9dsh Bih gad |

Travel Agencies do provide certain services to their clients. Name any two

these services.

SId TSIl S UTed! Bl PB AW YIH HE & | By |l 3T & garst & AW T |

In case you have to prepare a Power Point presentation for the forthcoming
meeting, what points you would take into consideration while preparing an

effective presentation ? (any two points)

e Y T T3 & [T e} @rEe YS9 qaR AT 8, d T9TE USie9™ Jar &
g oy fopT fogelf X aam & 7 (@15 o @ fg)

Differentiate between “Copy-Paste” and “Cut-Paste” commands used in
MS Word.

T g8 H WU U U RT3 “he-UR’ HHIE & 99 ol &Y |

“It is important for a Secretary to cope with pressure, deadlines and
multitasking.” In view of the statement, discuss any three personal qualities

which are important for a Secretary in the world of work.

Bz W A AfRTTT IO 9T T= B ST B b GHAT H Th qiad & W TeQ@qel ¢ |
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9  Differentiate between Block and Indented Style of typing business letters.
TS TS b TET B &b i 2T Il &b I X WE B |

10 Discuss any three duties which a PA/PS foresees before a visitor arrives for

the scheduled meeting.

®IE W AH el 9X =@l B S scheduled So% &% T oMig®d & oM & WBd U&
d | diog qaree & E

11 “Means of communication is known as the tools and technology which facilitate
for exchanging information, ideas and opinions between people and organizations
of different places.” Highlight various means of communication commonly used

for transmission of messages in an office.

“HATX % HIEF! Bl 3T SUBION SN WeElRehl & &9 & ST Sar & o fafa= e & @
3R Tl & I g, foaml &R faard & ofem-Uae & gfaer yae &3 & 17 T
HEAET H 9N & TR & [ AR WX 9} & ol 9 &l gsane & |

12 In order to make official tour of the executive comfortable and smooth, what
points should be considered by PA/PS while designing an itinerary ?
(any three points)

BB &b STTUHE QX Bl IS ST GaTE I &b [T, T AT BIRAGH Hl T
TR & g9 g/ dieg g e figetf w e feen s =iike ? (@ 99 fg)

13 How Hardware of a computer is different from its software ?

HRILY B FEITT 3H%b TIFAIT § B 3@ & 7

14 Differentiate between an Input Unit and Output Unit.

T 379 e SR MSeYE e & S o fo@ |
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15 (a)

(b)
(a)

(b)

(a)

(b)

(a)
(b)

Which type of organizational structure would you suggest for business
organizations in which specialization of activities is important ? Justify

your answer.

Explain the principles of management as given by Henry Fayol.

39 Teh FadTd T % [T fohe YenX o TRTSTcHeS Bidl T GTE <11 ToTaH Thertarterdat
%! fIgTosTar FEEAql @ 7 oY WA Bl SRewE HL |

T B BT R T yees & fagial @ @men St |

OR / syan

Write a note on Operational Functions of management.

Distinguish between Functional Structure Organization and Divisional

Organization Structure.

YEgq & UREEd A UK Th A oe |

GhayHd Tl ARSI oY ffaema war simiHAEsy & 99 98 &Y |

16 Explain the routine procedure which should be followed for efficient handling

of incoming mail in a large business organization.

T S FIQNIS ST H 3Ta% 9d & HI@ dared & f@e FHafe gisar & a) o sard |

OR / sy

Write short notes on the following :

(a)
(b)

Steps to send an E Mail

Facility of receiving mail in Post Box

frfafed @ B A foe -

()
(b)
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U S § A 9T B Dl gieren
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17 Attempt any two of the following :
(a) Explain the relationship between Filing and Indexing.

(b) In case you are working in an organization which has to periodically
review its sales figures in different areas of the country, which method
of filing would you recommend for effective management of records ?
Explain in detail.

(¢) Discuss the general principles of a good filing system.

frfafaa # @ feel & &1 9™ &

(a) TR R TR & I HEY @B WE B |

(b) @ oMU fopdll UF TTed o &M &Y T &, D! T9a—a9d 9 397 & fata=T e o
Tl & oTichs 1 THIE ST ¢, T81 Nbls & THIEI YeeT & [T Wil ol &b &
fafy emu Rwiier w1 ? fowaR & @wsT |
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18 Write short notes on the following : (any two)
(a) Essential Requisites of a Valid Meeting
(b) Role of PA/PS during a meeting
(¢) Meetings through Web
frafafed @ dfa e fad 0 (@5 9@ @)
(a) TH IY 9% P ATIITHAT
(b) o % T TH UG/ WTE Bl R
(c) 39 % e § Joh |

19 Explain any two of the following :
(a) Scanner
(b) Objectives of mechanization in an organization.
(c) Cash Register

frfafad & ¥ @8 @ & 99wREe
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