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Instructions : (1) Check the question paper for fairness of printing. If there is any lack of fairness,
inform the Hall Supervisor immediately.
(2) Use Blue or Black ink to write and underline and pencil to draw diagrams.
L@ - 1/ PART -1
@l : () IS Z NHaTssEnsHE0n eflenwaflésaLb. 15x1=15

(i) Gsr@ssiuul(Herer mrew@ wLrHM ol safler Wsea|d eHLenLW

aflerLenwg CamosHEgIs GMUIL L6 eflanLulaern b CFrgg) 6T(PHeyLd.

Note : (i) Answer all the questions.

(i) Choose the most appropriate answer from the given four alternatives and write

the option code and the corresponding answer.
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Blmio sULepwlibgierer sradludlmigener HlrliLjeug <G LD.
(=) s8LOLLGSSD () venflubigga
(&) puns®LEED (m) QusEse
involves the process of filling positions in the organization structure.
(a) Controlling (b) Staffing
() Organizing (d) Directing

Blenaw Cerarrenioudiey, ewirurygdler Qsmarensser o (HeurssLLhEmg.

(=) Gevr (<) Guoed (@) Qemgsgrar () &b

In level management, major policies of the business are framed.

(a) Middle (b) Top (c) Perpendicular (d) Lower
<flarrsdlen m UGS LLEGL _ euprsluuGSng.

(=) CemerTs@Ensa (<=1) SpU LenflwTeTis @@,

(@) <SlarilaEnss () CuodlarilseEnss

Only a part of authority is delegated to

(a) Managers (b) Subordinates

(c) Officers (d) Superiors

Qeassiul L aifl oirgmmhs smapaddle Carsslul(Heretang 2 midl Clguieig) Hlmiwo

Qeweomerifler SL_anLDWIMGLD.

(1) udlyhigreT (<) L LiLg wime

(@) @oubte (FF)  Gumrgieume

Itis duty of Company Secretary to confirm the tax deducted is deposited to the
Government Treasury.

(a) Public (b) Statutory

(c)  Specific (d) General

Gl L Aerorurss swurflssiur Ceuargw W& s yeuend dnl L
_______ 2, LD.

(=) S id (=)) <SiMlelltiy (@) SiLLauman () N&DHS

The most essential document needed to be prepared in connection with meeting is

(a) Programme (b) Notice (c) Schedule (d) Report



@UUBSLD, YhbgeamTe] eUubsbd, allgeunigear CLTeammeanel
(<) <eUEmTERIS6T

(<=4) WHULOGS < elaThISeT/ L6 s6T

(@) vdleysar

(F) @pevpuwirer LSleser

Agreement, Memorandum of Understanding, Formats etc., are
(a) Documents

b) Valuable Documents/Records

(
() Records
(d) Proper Records

@@ Oersdler GQameripse, ellpuener, Gsuibrerd, v,

FEHEUDEEET DB CameTer 2 Fab Clwerblummer :
(1) sreydger Glwer6lLm(mer

(=) Qargg Cuwereamend OlweTblLmmerT

(@) sarssled Glertlummer

(rF) Gumrg GerClummer

7492

ugmwfliy Gumerm

The software which is used to know about the details of purchase, sale, depreciation, scrap

and maintenance of assets is called :
(a) Database Software
b) Asset Management Software

(
()  Accounting Software
(d) General Software

SQeIs GlFwemer B Fd CFwouBHS .

(=) Blifeursgdlen <,Cargst (<) Blifeurs 2 gedlwimerit
(@) Qsriiy <SHlsml () Cupsmmll anarsgb
The Office Secretary also acts as

(a) Advisor to the Management (b) Administrative Assistant
(c) Liaison Officer (d) All of the above
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9. &pu veflwrerflLOlBHg CoodarisE el QFdQib Wans®E

F&6eUed CFmLiTL eremm Gl

(1) Slewol L (<=4) SCHTESW
(@) CuoaCrrédw (FF) wssaTL(H
communication flows from the Subordinates to the Superiors.
(a) Lateral (b) Downward
(c) Upward (d) Sideward

10. “‘gaiQeurm Bl shsar erdiuriliLysamer Bmbd (P46 SemeT 2 (HeuTHs
WPlgud.” - @eusilensssSharear silwrer srrewilean &er(hi9iqs5se,b.

(=) wergr_& (=) pib9&ens
(@) urpulgderd Qewdu®sd (FF) Hmenio
“Every Professional could produce their results that exceed their expectations”.

Find out the correct factor for this explanation.

(a) Conscientiousness (b) Confidence
(c) Act Impartially (d) Competence
11. eranigl eumlGomfl, 2 L Sjdeg Qe FHwurs Qarhenwliubhssige
2,GLD.
(<) saflpull giernSsa (<) Sgleiws gempissa
(@) sefluulL g pissd (m) el glemnsse
can be verbal, physical or racial bullying.
(a) Individual harassment (b) Office harassment
(c) Personal harassment (d) Workplace harassment
12. a&llemeued eremig SOV @R SHeUIEETen CHLMGLD.
(<=1) sar(H iy (<=y,) Caarelil (@) Yr&semen (FF) wudle
A query is a or the search for a piece of information.

(a) Find (b) Question (c) Problem (d) Answer
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13. galeurm GQsr@gluleb Gurgwrer ete| QummLser @ ULy

aeudsLLL. Geuert(hLb.

(1) sefloy (<) ozl

(@) d@uiprélafl LoHS) () rédlevyee

Each kit should be stocked with a sufficient quantity of materials.
(a) Ointment (b)  First-Aid

(c) Anti-septic (d) Tablets

14. psflugsementd LITGISTLILIS
(@) Bpovasdan flag vy () ApesarsBer @ruib
(@) Bmeiarsdlen BHGILIWLIT () Blmeuangdler GlFeeuld
Confidentially protects

(a) Net Worth of the company (b)  Profit of the company
(c) Reputation of the company (d) Wealth of the company
15. _ flmeuarsgien uanfl 2 menet iHlaflEdng.
(=) uflbgieny (<) 26T U CamiiLy
(@) @Mutiul’L el LLb (FF) Qouerfl <yl Gariiy
increases the work relationship with the organisation.
(a) Recommendation (b) Internal sources of Recruitment
() Known circle (d) External Recruitment

L@&d! - 11 /PART - 11
GO : gCaemib LSH NaTTs s ErsE el weldEgEa|b. eflearm eremm 28 -&@
SL_L_muwng adenL_weflésab. 10x3=30

Note : Answer any ten questions. Question No. 28 is Compulsory.
16. Guereamenuden epem HleneseT eremer ?

What are the three levels of Management ?
17.  uenflert Luind updl TGS

Write about ‘On the job training’.
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18. Qawemert — cuanFelleGSTD S(Hs.

Define the term - Secretary.

19. sreuflengs CsmeTens eremmmed 6remen ?

What is the Scalar principle ?

20. Hlsp&fls @Ol uDD FHSSLTS 6T(LHSIS.
Write briefly about Minutes.

21.  QerClLUmmET eTmTed GTeTe ?

What do you mean by Software ?

22, BHeUO CSTLITL eranmmed erevmen ?

What is Communication ?

23.  auNETL(HFED TETmT6) 6Tae ?

What is meant by Mentoring ?

24. gseu LTy sl ger gCsaID eparblene LiL g uiedl(hs.

List out any three barriers to Communication.

25. el giarLmisse UHdl GOILL eT(pgIs.

Write a note on workplace harassment.

26. 2 flng grenmdlslp eremmed 6remmen ?

What is Licence Certification ?

27. uenflldiLLd eTammed eremasr ?

What is meant by workplace ?
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28. <Mlsensullen WaHw LGdlenwis LDl TGS,
Write about “The body of the report’.

L@ - 111 / PART - 111

GO : gCsemib mBE larssErsE e wallssab. ellearm erawr 35 -&@
SL_L_muwng adenL_wefldsab. 5x5=25

Note : Answer any five questions. Question No. 35 is Compulsory.

29. eLWUILHSIHISNSGWD, LUFeIersEGsals@h 2 6rer Ceupurhiser wremel ?

What are the differences between Centralization and Decentralization ?

30. Blmio CAewemrereny BHLLOG@GD eULSI(PEMEET 6Temer ?

What are the processes for appointment of the Company Secretary ?

31. auflesd gl L b eraimmed erese ? OIS QUENEHEHEET 6T (LS|,

What is business meeting ? Write its types.

32. ueafllblL gl LwgeTeT 561 QTG HETENLDEHENGT 6T(LPGIS.

Write the advantages of effective communication in the workplace.

33. sflurigged wHMD HHSHSH Y Hweupan Coumiihsss.
Differentiate between Proof Reading and Editing.

34. 2 peld wHmb Urgsriber Aeufwusmss GOLULAHS.

State the need for Health and Safety.

35. moe LunS Sl gdlenr gHwmreuslumsaner GOILLAHS.

Mention the essentials of Good Training Programme.
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U@ - IV /PART - IV
GO : Semesisg oflanmss@nsEh ellenwelldsa,b. 2x10=20
Note : Answer all the questions.
36. (1) Sglinenl Wpssedl uligenw ubHbl allerdsEs.
ENTVVE: Y
(<) Blmin Qewererfler o Mepwser LOHMID SLemwsmer ellalflése|ib.

(a) Explain about the basic First Aid Kit.
OR

(b)  Explain the rights and duties of the Company Secretary.

37. (1) urgismly Bpeser updl BellT ereenr Ufpg Qsrardldiser ? @igem LLGeum
STEHHEIGET GTEN6T ?
ENTVOVE: ]
(<) S svand@Gh smelsaflan cuamasamer alloufdsa]Lb.

(a) What do you understand about security breaches ? What are its various implications ?
OR
(b) Elaborate the types of fire extinguishers.
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