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(i) All questions are compulsory.

(i1)) Question Nos. 1 to 6 carry 2 marks each.
(ii1)) Question Nos. 7 to 11 carry 3 marks each.
(iv) Question Nos. 12 and 13 carry 4 marks each.
(v) Question Nos. 14 to 18 carry 7 marks each.

What are the duties of a PA/PS ?
What do you understand by Quorum of a meeting ?

What points should be kept in view by a Secretary when the Executive is away on

tour ?

Enlist the advantages of providing reprographic facilities in an office.

What are the merits of Written Communication ?

Enlist the reasons for Stress.

What are the duties of the Chairman of a meeting ?

Enlist the points to be kept in mind while selecting a reliable Travel Agent.
Write any six features of Stencil Duplicator ?

What do you understand by Dictaphone ?
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11  Define Personality Development. Enlist the categories of Personality.

12 What are the duties of PA/PS after scheduling appointments ?

13  Explain the Means of Communication.

14 Describe the Personality & Qualities essential for a Private Secretary.

15 Explain the steps involved in handling Outgoing Mail.

16  Write short notes on the following :
(a) Value Payable Post (VPP)

(b) Postal Insurance

17 Define Official Letter. Explain the parts of an Official Letter.

18 Explain the various methods of voting in a meeting.
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