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This Question Paper consists of 19 questions and 7 printed pages.  

Bg àíZ-nÌ _| 19 n«íZ VWm 7 _w{ÐV n¥îR> h¢ &  
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({ZarjH$m| Ho$ hñVmja) 

                                                  2. ______________________________________________ 

 

General Instructions : 

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

Paper. 

2. 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. 

3. 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. 

4. 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.  

5. Answers for all questions, including matching, true or false, fill in the blanks, 

etc., are to be given in the answer-book only.  

6. Write your Question Paper Code No. 64/VOC/O, Set  A  on the answer-book.  

64/VOC/O 

A 
Set - 
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gm_mÝ` AZwXoe : 

1. narjmWr© àíZ-nÌ Ho$ nhbo n¥îR> na AnZm AZwH«$_m§H$ Adí` {bI| & 

2. H¥$n`m àíZ-nÌ H$mo Om±M b| {H$ àíZ-nÌ Ho$ Hw$b n¥îR>m| VWm àíZm| H$s CVZr hr g§»`m  
h¡ {OVZr àW_ n¥îR> Ho$ g~go D$na N>nr h¡ & Bg ~mV H$s Om±M ^r H$a b| {H$ àíZ H«${_H$ ê$n _|  
h¢ & 

3. dñVw{ZîR> àíZm| Ho$ {bE AmnH$mo àíZ Ho$ (A), (B), (C) AWdm (D) Mmam| {dH$ënm| _| go H$moB© EH$ 
CÎma MwZZm h¡ VWm AnZo ghr CÎma H$mo AmnH$mo CÎma-nwpñVH$m _| {bIZm h¡ & 

4. CÎma-nwpñVH$m _| nhMmZ-{M• ~ZmZo AWdm {Z{X©îQ> ñWmZm| Ho$ A{V[aº$ H$ht ^r AZwH«$_m§H$ {bIZo 
na narjmWu H$mo A`mo½` R>ham`m OmEJm & 

5. {_bmZ H$aZm, ghr AWdm µJbV, [aº$ ñWmZ ^aZm Am{X g{hV g^r àíZm| Ho$ CÎma, CÎma-nwpñVH$m 
_| hr {bI| & 

6. AnZr CÎma-nwpñVH$m na àíZ-nÌ H$m H$moS> Z§. 64/VOC/O, goQ  A  {bI| & 
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SECRETARIAL PRACTICE 

g{Mdr` àUmbr 

PA / PS 

(326 / 426) 

 
Time allowed : 3 Hours]  [Maximum Marks : 70 

{ZYm©[aV g_` : 3 KÊQ>o ] [A{YH$V_ A§H$ : 70 

Note : (i) All questions are compulsory.  

 (ii) 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.  

{ZX}e : (i) g^r àíZ A{Zdm`© h¢ & 

 (ii) àíZ g§»`m 1 go 7,  2 A§H$ Ho$ h¢ & Eogo àË`oH$ àíZ H$m CÎma 30 eãXm| go A{YH$ H$m Z 
hmo & 

 (iii) àíZ g§»`m 8 go 14,  3 A§H$ Ho$ h¢ & Eogo àË`oH$ àíZ H$m CÎma  70 eãXm| go A{YH$ H$m 
Z hmo & 

 (iv) àíZ g§»`m 15 go 19,  7 A§H$ Ho$ h¢ & Eogo àË`oH$ àíZ H$m CÎma 150 eãXm| go A{YH$ 
H$m Z hmo & 

1. Mention any two significant skills which you should possess to become an 

effective PA/PS.  2 

 H$moB© ^r Xmo _hÎdnyU© H$m¡ebm| H$m C„oI H$s{OE Omo Amn _| EH$ à^mdr nrE/nrEg ~ZZo Ho$ 
{bE hmoZo Mm{hE &   
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2. ‘‘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.  2 

 ‘‘EH$ nÌ boIH$ H$s Amoa go A{^^mfH$ H$mo ~mobVm h¡ &’’ H$WZ H$mo Ü`mZ _| aIVo hþE, 
à^mdembr ì`dgm` nÌ Ho$ H$moB© ^r Xmo ~mhar JwUm| H$mo {b{IE &  

3. What do you understand by a web meeting ? 2 

 do~ _rqQ>J go Amn Š`m g_PVo h¢ ?  

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

business world.  2 

 AmO H$s H$mamo~mar Xþ{Z`m _| {b{IV g§Mma H$m Cn`moJ H$aZo Ho$ H$moB© ^r Xmo bm^ {b{IE &  

5. What points would you keep in mind while selecting a good travel agent ? 

(Any two points) 2 

 EH$ AÀN>o Q´>¡db EO|Q> H$m M`Z H$aVo g_` Amn {H$Z q~XþAm| H$mo Ü`mZ _| aI|Jo ? (H$moB© Xmo 
q~Xþ)  

6. Differentiate between Software and Hardware.  2 

 gm°âQ>do`a Am¡a hmS>©do`a Ho$ ~rM A§Va ñnï> H$s{OE &  

7. Enlist any two features of MS Excel.  2 

 MS Excel H$s {H$Ýht Xmo {deofVmAm| H$mo gyMr~Õ H$s{OE & 

8. 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.  3 

 EH$ nrEg EH$ H$m`©H$mar ghm`H$ hmoVm h¡ Omo {Z`{_V H$m`m©b` H$V©ì`m| Ho$ Abmdm H$B© 
Cƒ ñVar` H$V©ì`m| H$mo ^r H$aVm h¡ & {H$Ýht VrZ Cƒ ñVar` g{Mdr` H$V©ì`m| H$m C„oI 
H$s{OE Omo Am_Vm¡a na EH$ nrEg Ûmam {H$E OmVo h¢ & 
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9. Discuss any three qualities of a good draft.  3 

 EH$ AÀN>o _gm¡Xo Ho$ {H$Ýht VrZ JwUm| H$s MMm© H$s{OE & 

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 

 Anm°B§Q>_|Q²>g eoS²>`yb H$aZm (Scheduling appointments) nrEg Ho$ _hÎdnyU© H$V©ì`m| _| 

go EH$ h¡ & H$m`m©b` _| àË`oH$ AmJ§VwH$ H$s Anm°B§Q>_|Q> (appointment) Ho$ {bE g_`-

gmaUr V` H$aZm Š`m| _hÎdnyU© h¡ ? 

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

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

 AmYw{ZH$ H$m`m©b` Ho$ {bE g§Mma Ho$ {d{^Þ _mÜ`_m| H$mo MwZVo g_`, Amn {H$Z H$maH$m| H$mo 

Ü`mZ _| aI|Jo ? ({H$Ýht VrZ H$maH$m| H$m C„oI H$s{OE) 

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

performed while arranging and executive’s international travel.  3 

 nrE/nrEg Ho$ {H$Ýht VrZ _hÎdnyU© H$V©ì`m| Ho$ ~mao _| g_PmBE, {OÝh| {H$gr H$m`©H$mar H$s 

A§Vam©ï´>r` `mÌm H$s ì`dñWm H$aVo g_` {H$`m OmZm h¡ &  

13. How would you send an email with an attachment ? 3 

 Amn B©_ob Ho$ gmW AQ>¡M_|Q> H¡$go ôO|Jo ?  

14. Explain the different components of an effective PowerPoint 

Presentation. (Any three) 3 

 EH$ à^mdr nmdaßdmB§Q> àñVw{V Ho$ {d{^Þ KQ>H$m| H$s ì`m»`m H$s{OE & (H$moB© ^r VrZ)  
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15. (a) Explain the different levels of management.  

(b) ‘‘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.  7 

(a) à~§YZ Ho$ {d{^Þ ñVam| H$s ì`m»`m H$s{OE & 

(b) ‘‘{dH|$ÐrH$aU dh à{H«$`m h¡ {OgHo$ Ûmam {H$gr g§JR>Z H$s J{V{d{Y`m|, {deof ê$n 
go {Z`moOZ Am¡a {ZU©` boZo Ho$ g§~§Y _|, EH$ H|$Ðr`, Am{YH$m[aH$ ñWmZ `m g_yh go 
Xÿa {dV[aV `m àË`m`mo{OV H$s OmVr h¢ &’’ Bg H$WZ Ho$ Ñ{ï>H$moU go {dH|$ÐrH$aU Ho$ 
_hÎd na MMm© H$s{OE &  

OR / AWdm 

(a) For a business where specialization of activities is required, which 

type of organizational structure would you suggest ? Justify your 

answer.  

(b) ‘‘An important determinant of organizational structure is 

authority-responsibility relationship.’’ Discuss.  7 

(a) ì`mnma Ho$ {bE Ohm± J{V{d{Y`m| H$s {deofkVm H$s Amdí`H$Vm hmoVr h¡, {H$g 
àH$ma H$s g§JR>ZmË_H$ g§aMZm Amn gwPmE±Jo ? AnZo CÎma H$m Am¡{MË` gm{~V  
H$s{OE & 

(b) ‘‘g§JR>ZmË_H$ g§aMZm H$m EH$ _hÎdnyU© {ZYm©aH$ A{YH$ma-{Oå_oXmar g§~§Y h¡ &’’ 
MMm© H$s{OE & 

16. Explain the procedure of handling of outward mail effectively in a large 

organization.  7 

 EH$ ~‹S>o g§JR>Z _| AmCQ>dS>© _ob H$mo à^mdr T>§J go g§̂ mbZo H$s à{H«$`m H$mo g_PmBE &  

OR / AWdm 

Discuss :   7 

(a) Difference between Post Box and Post Bag  

(b) Franked Mail   

MMm© H$s{OE : 

(a) nmoñQ> ~m°Šg Am¡a nmoñQ> ~¡J Ho$ ~rM A§Va 

(b) \«|$H$S> _ob  
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17. Attempt any two of the following : 7 

(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.   

 {ZåZ{b{IV _| go {H$Ýht Xmo  H$m à`mg H$s{OE :  

(a) B©-\$mBqbJ Ho$ JwU Am¡a AdJwU na EH$ ZmoQ> {b{IE &  

(b) EH$ AÀN>o \$mBqbJ {gñQ>_ H$s {deofVmE± g_PmBE & 

(c) ‘‘A{^boIm| Ho$ Hw$eb à~§YZ Ho$ {bE, \$mBqbJ Am¡a AZwH«$_U Ho$ ~rM EH$ g§~§Y 
_m¡OyX h¡ &’’ H$WZ na MMm© H$s{OE & 

18. Write short notes on any two of the following : 7 

(a) Rules for conducting a Meeting 

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

(c) Purpose of conducting Meetings in a business organization    

 {ZåZ{b{IV _| go {H$Ýht Xmo  na g§{jßV {Q>ßn{U`m± {b{IE :  

(a) ~¡R>H$ Am`mo{OV H$aZo Ho$ {Z`_ 

(b) ~¡R>H$ Ho$ ~mX nrE/nrEg H$s ^y{_H$m 

(c) EH$ ì`mdgm{`H$ g§JR>Z _| ~¡R>H$ Am`mo{OV H$aZo Ho$ CÔoí`  

19. Explain any two of the following : 7 

(a) Advantages and disadvantages of mechanisation in an 

organisation  

(b) Use of Bookkeeping Machines 

(c) Importance of Scanner   

 {ZåZ{b{IV _| go {H$Ýht Xmo  H$mo g_PmBE :  

(a) EH$ g§JR>Z _| _erZrH$aU Ho$ bm^ Am¡a ZwH$gmZ 

(b) ~wH$H$sqnJ _erZm| H$m Cn`moJ 

(c) ñH¡$Za H$m _hÎd   

 


