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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

e erwis CaibasBEss GO HLem elleLemwwd GCFigg 6r(pseib.

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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GTeLIg “‘LoHmeUgEer epeld GeuamegEanerd GlFIg .

(<=1) dpenio (=) Blifeursnd

(8) RUPBISHMLOSSH6D (rr) Guerearenlo
refers to "getting things done through others".

(a) Skill (b) Administration

() Organization (d) Management

Th&sLLL Cauamiqul (Plgea]&s6eT (PSEHWLTarsreEs smsLiumHbGurg)
CoenauliLi(hdmgl.

(=1) evwWLIL(HSGISED (<) LUFEIELTESE

(@) eliuefiiy (FF) =dlamr eliLenL LI
is needed if the decisions to be taken are significant.

(a) Centralization (b) Decentralization

(c) Delegation (d) Devolution

ereTUeUT “‘@dlaTr uiLeL iy eretugl @ GOUALL Cauemaenwids

@OudlL pursefl_d 90558 QaThss, s WUUSHGS CHameu wmer

SHaTrSms efILSTGLD” 6Tem eUETILIMISSHIETTTIT.

(=1) Wlebev (<)) FmemrL_on

(@) @'Leame (rF) eriagdl. Guomr
According to "Delegation means assigning works to others and giving them
authority to do it".

(a) Mills (b) Koontz

(c) O'Donnell (d) F.G. More
SIS SPUEENG ETTS BL SIS DT,
() TSI (<=y,) Gevmerit

(@) egellwmert (/F) GFweomert

An office maintains the smooth running of an office.
(a) Clerk (b) Manager

(c) Assistant (d) Secretary



3 8387

creugl BevL_GUmalmEGD sl Lgdlen 2 arerL_ssmisamer Camigl (hé
STL(HLD <EUGMTLD < G)LD.

(@) Blspss Hlya (m) Blspsds GHloy

is a document that outlines the contents of a forthcoming meeting.
(a) Call letter (b) Report
() Agenda (d) Minutes

Blge b @rasslwiwrer womibd GHUNL S5685 CFLPEDWITELD.
<) Bineuars srepeud Calgse oHmiD LFTDTSs

@) Bmeuensd saeued
) Hpesars syay
is a highly confidential and significant process.

a) Storing and Maintaining of Organization data

b) Data
c¢) Company information

d) Organization Data

“eSGrm grevl Carliur@ser” <60 ADPsLILHSSILLL ).
(<) BLOUSLTET LITHISTLL] HEDOLILISET

(=) perd urgisTUL Sieyser

(@) urgsmiy GCerGlummeT jenLliL|geT

(rr) WIPRO ungiasriy $re|ser

"Zero Trust Principles" were introduced by :

(@) Trusted Security Systems
(b) IBM Security Solutions

(c)  Security Software Systems
(d) WIPRO Security Solutions
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10.

11.

4
F&6U QFTLITL| eTeTLIZ 6(h CEwe pen.
(=) pmspHg (=) Qaroigdluren
(@) @ermuewrsg (FF) sTepenm
Communication is a process.
(a) Irregular (b) Continuous
(c) Essential (d) Periodic
QumTpeT MBS HHSFHEEMET Qbsd GDUIGSETTE LIHMGIG <}, GLD.
(1) Ceng) (=) GHlurésd
(@) euriseangser (FF)  @Mlefevssbd
A conversion of the subject matter into these symbols is the process of
(a) Message (b) Encoding
(c) Words (d) Decoding

eI 2 anTiESlsener o enrred, LwearUhdse b, Lflhg Csmerarab,
Hlifeudlése b wHmb enswrerelb e Hlyamriler Snemends @GDl&ESng).
(=) seflliul L e
(=) 2 ewri&s] miewTenTh 6]
(@) Cwrss g5 Cweorearan (TQM)
(FF) o eawriés) auflens

refers to the ability of a professional to perceive, use, understand, manage and
handle the emotions.

(a) Personal ability

(b) Emotional Intelligence

(c) Total Quality Management (TQM)
(

d) Emotional sequence

ererlgl 6(h 2 anrent Gleuatlull(hHeugn@ Sideg LSlTeugnE (per 2 6Ter
@miFlsE S om@LD.
(=) Qs Cgmerer (<4,) cuenray
(@) sflurrssen (FF) UR&Es

is the final stage of checking a text before it is published or shared.

(a) Communication (b) Draft

(c)  Proof reading (d) Reading
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eremgl Ggmifleoreriger LHMID QFTHOTETTHET DLOTSHeUTEHTET D6
LOHMID 2 L) BOFMSL LUTGETES (pSTaiger er(HHs Colamiql HL 6l &ensaHeT
G0,
(=1) uPlsTL(HFeOeT
(=),) 2 Lebevld HMID LIMGISMLIL]
(@) 2L b Bl (LPEDHSET
() QETeTeansseT WHMID HenL (LPEPMHSEET
__________ are measures employers must take to protect the mental and physical
well-being of workers and non-workers.
(a) Guidelines
(b) Health and Safety
(c) Health Procedures
(d) Policies and Procedures

@@ B U Gy 2 &4 aier AFLSNSS GMDEGLD.
(1) Grmid (<) Liawrid

(@) Cprd wHmLD LiewTd (FF) @eupmled ergia|Lblevency
The good recruitment strategy will cut down the wastage of

(@) Time (b) Money

() Time and Money (d) None of these

Qusgnrsailear euflar (hgaedler L i

o flevw 2 awr(.

Lweru(hgs Cewemer /s

(=) Qerggisser (<) Bmio wpsHleny

(&) vfleyser () Glurg wpsgleon

Secretary has the right to make use of as per direction of the Directors.
(a) Assets (b) Company stamp

() Records (d) Common seal

gre| o fepwwrerflen mESTTD @D @I SHeUd AeSLILIHD CuTg, =1ig
GTEmm HMWPESELILI(HE D).

(<=1) Hvlw Bmevser (<) SigliLenl BpesEr

(@) urgisriy Bpedger (rF) erdummiy Wpesar

When information is being accessed without authorization of the owner of data, it is called

(@) minor breaches (b) fundamental breaches
(c) security breaches (d) anticipatory breaches
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@3 - 11/ PART - II
@l : gCseb LS EH damssErsE e wealsseab. oflearm ereawm 28 -&@
SL_LTwiwnd ofenL wefl&se . 10x3=30

Note : Answer any ten questions. Question No. 28 is compulsory.

16. ‘Cuereamend’ - aUeTIWMISHSH6LD.

Define the term 'Management'.

17. Guerarenwuier Laflsamer st &eeld ereueurm aflersdlujerermi ?

How Luther Gullick classifies the functions of Management ?

18. cuawfllasd g HD eTemTmTed Gremen ?

What is the meaning of a business letter ?

19. (epWrer LHMILD PEODETIT DGm&EHT - Fm GOILIL cuamrs.

Write a short note on formal and informal reports.

20. HEIMTEIGETET CUENSHEET 6T(LDSIS.

Write the types of documents.

21. Qgrsg Cuoereamens GlerelLmmeT cremmmed ereer ?
What is Asset Management Software ?

22, fmy @HUY eumrs.
() eumiGwmfl @eors QT (i) dereyrLLb
Write short notes on :

(i) Non-verbal Communication (i) Feedback

23. Qgmhled wperm eueriFsl UMM GmILenLl eT(PSeLb.

Write a note on Professional growth.

24. Qgrler Csrarensullen CrrésmsmaTs GO e b.
State the objectives of Industrial Policy.
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25. urgsriiy < d@dlser - dn Golly euemys.

Give a note on Safety signs.

26. UNWILDTSSE 6TemLIGen ClLMHeT eremen ?

What do you mean by Placement ?

27.  Blping Agwemrert CLTE &S ERsE Clelwu Colamriql SLan&6eT Wreamel ?

What are the duties of the Company Secretary towards Public ?

28. “Slrriangsbamg sseld Csriiry” - Amn GOILL euamrs.

Write a short note on "Grapevine Communication".

U@ - 111/ PART - III

G : gCaemid mHg armssE@rsE el wealssab. elarm eram 35 -&@
SL_L_muwng olen wefl&sab. 5x5=25

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

29. Gl phsedler el Crrésmiser wremel ?

What are the important objectives of Planning ?

30. Blmins Cewereriler o Menwser wreneu ?

What are the rights of a Company Secretary ?

31. YW APess sraneul|d Callsg urmofliugle o erer LGaIM Lig&H6T eremer ?

What are the various steps involved in storing and maintaining entire office data ?

32. gaeue CerLmder Liewr &6 wrenel ?

What are the characteristics of Communication ?
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33. Qarifleoaperm CobUTLHE L gHvhasrar LoCoum e G pamsamer
Qzatleyu(B 5515

Elucidate the various approaches to Professional Development Plan.

34. vl gder urgETUL Bl (pennsamard @GDILELa|b.

State the safety procedures in the workplace.

35. & SjmenliLmenar LWeTLRSGFHD pevm UHM edlerdEs.
Explain the operation of a Fire Extinguisher.

U@&S - IV / PART - IV
GO : Semesisgl ellamésErds@h e weflssea]b. 2x10=20
Note : Answer all the questions.
36. (<=1) gleopliLhisgisedler LoGaun cumssamer alleuflEsHab.
360605
(<)) <IN&Ems 6ugeuenwlilber 2 ateTLGamisamer afloufldasaLd.
(a) Explain the various types of Departmentation.
OR

(b) Explain the components of layout of a report.

37. (=) Jmdgse woHmib FHUrTEsle 2 6rer Breand@ Hlanesamer cilemd:@s.
360605
(<) LuipSullenr adlwsgieusans elleuflsse,b.
(a) Explain the four stages of Editing and Proof reading.
OR

(b) Describe the importance of Training.
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