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General Instructions :

1.

2.

6.

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

Please check the Question Paper to verify that the total pages and total
number of questions contained in the question paper are the same as those
printed on the top of the first page. Also check to see that the questions are in
sequential order.

For the objective type of questions, you have to choose any one of the four
alternatives given in the question, i.e., (A), (B), (C) or (D) and indicate your
correct answer in the answer-book given to you.

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.

Answers for all questions, including matching, true or false, fill in the blanks,
etc., are to be given in the answer-book only.

Write your Question Paper Code No. 64/VOC/O, Set @ on the answer-book.
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Time allowed : 3 Hours] [Maximum Marks : 70
AERa a7 : 3 a2 ] [ 3TfeIFaT 37 : 70

Note: (i) All questions are compulsory.

(it) Questions no. 1 to 7 are of two marks. Answers to these questions should
not normally exceed 30 words each.

(iii) Questions no. 8 to 14 are of three marks. Answers to these questions
should not normally exceed 70 words each.

(iv) Questions no. 15 to 19 are of seven marks. Answers to these questions
should not normally exceed 150 words each.
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1. Mention any two significant skills which you should possess to become an
effective PA/PS. 2
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“A letter speaks to the addressee on behalf of the writer.” In view of the
statement, write any two external attributes of an impressive business
letter.
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YTESTTe! SaEd o hig ot g sred o 6 fafew |

What do you understand by a web meeting ?
A9 Hifdm & 39 = T § 2

Write any two advantages of using written communication in today’s

business world.
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What points would you keep in mind while selecting a good travel agent ?
(Any two points)
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Differentiate between Software and Hardware.

HTFERT 3 BTERR & dI9 3T ¥ hIfaU |

Enlist any two features of M'S Excel.

MS Excel %1 Toregi I ToRIvareil sl FEiag T |

A PS is an Executive Assistant who does many higher level duties also
besides routine office duties. Mention any three higher level secretarial
duties which are usually performed by a PS.
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9. Discuss any three qualities of a good draft. 3

Tsh 3T FHIC % foheal oA uni <hl == IR |

10. Scheduling appointments is one of the important duties of a PS. Why is it

important to fix a time schedule for each visitor’s appointment in office ? 3

31‘4756.4654 €I T (Scheduling appointments) fium & l-ISrOI‘;LUi haedl
T TH 7 | BRI T Y NG i TUTSHS (appointment) & ToTT TH-
RO T AT FA Agw@ol g ?

11. While choosing various media of communication for a modern office,

which factors would you keep in mind ? (Mention any three factors) 3

IMYfTeh HRTTE & oI TR o fofy= WTeami bl I T8I, 3779 T e hl
2 B @ ? (g i Srept =1 3g@ <hif)

12. Explain any three important duties of a PA/PS, which are to be

performed while arranging and executive’s international travel. 3
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13. How would you send an email with an attachment ? 3

39 SHA o HY FeTHE Hdl ATl ?

14. Explain the different components of an effective PowerPoint

Presentation. (Any three) 3
T JATEl UeReaTEe Fefd o fafie geet Y samen fifse | (18 off )
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15. (a)
(b)

(a)
(b)

(a)

(b)

(a)

(b)

Explain the different levels of management.

“Decentralization is the process by which the activities of an
organization, particularly those regarding planning and
decision-making, are distributed or delegated away from a central,
authoritative location or group.” In view of the statement, discuss
the importance of Decentralization.
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OR / AYdT

For a business where specialization of activities is required, which
type of organizational structure would you suggest ? Justify your
answer.

“An important determinant of organizational structure is
authority-responsibility relationship.” Discuss.
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16. Explain the procedure of handling of outward mail effectively in a large

organization.

Teh oS HlTed U 33Cde WA bl THTE &7 8 GHIA <hl Ufsham <hl THEATST |

OR / AYdT

Discuss :

(a)
(b)

Difference between Post Box and Post Bag
Franked Mail

==l HINT :

(a)
(b)
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17. Attempt any fwo of the following :
(a)  Write a note on merits and demerits of e-Filing.
(b)  Explain features of a good Filing System.

(c) “For efficient management of records, there exists a relationship
between filing and indexing.” Discuss the statement.
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18. Write short notes on any fwo of the following :

(a)  Rules for conducting a Meeting

(b)  Role of a PA/PS after a Meeting

(c) Purpose of conducting Meetings in a business organization
ffafea # 9 gl @ W "iga et faRav
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19. Explain any two of the following :

(a) Advantages and disadvantages of mechanisation in an
organisation

(b)  Use of Bookkeeping Machines

(c) Importance of Scanner

o

ffeiiaa # 4 foregl @7 <l THeTST
(a) T G § ATl & oY R Jha
(b)  SehehITyT HRfiAT ST AT

(c) ThT F HET

326/426/64/VOC/O ] 7



