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Please check that this question paper contains 4 printed pages.

Code number given on the right hand side of the question paper should be written on the
title page of the answer-book by the candidate.

Please check that this question paper contains 18 questions.

Please write down the Serial Number of the quesiion before aitempting it.

15 minutes time has been allotted to read this question paper. The question paper will be
distributed at 10.15 a.m. From 10.15 am. to 10.30 a.m., the students will read the
question paper only and will not write any answer on the answer-book during this period.
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General Instructions :
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All questions are compulsory.
Marks for each question are indicated against it.

Question numbers 1 to 10 are very short answer questions, carrying 2 — 3 marks
each. Answer to them should not normally exceed 30 words each.

Question numbers 11 to 16 are short answer questions, carrying 4 marks each.
Answer to them should not normally exceed 70 words each.

Question numbers 17 and 18 are long answer questions, carrying 6 marks each.
Answer to them should not normally exceed 150 words each.

Answers should be brief and to the point.
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Explain adaptability and co-operativeness as the qualitics of a Secretary.

e ahaa & fA T v A T 2
What is meant by Time Management for a Secretary ?

e fore v (2 & wiea & A € 2 2
What is meant by a Secretary of a Education Trust ?

wﬁ%ﬁm%aﬁamw@%aﬁaﬁaﬂéﬁmml 2
State any two differences between the Secretary of an Embassy and the Secretary of an
Association.

e R & qu U W & HiE 9 Fo H g | 2

Give any four duties of a Secretary during a meeting.

Fo @M el e TEl I T 37 Bl € 2 2
What is meant by Bank Column Cashi Book ?
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Explain and illustrate any three areas of secretarial work of a Personal Secretary to the
Manageing Director.

T T F AT T IAEEEl H [ S S et afed F R FA e ¢ ?

What are the secretarial responsibilities involving accountancy work of a club ?
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What are the situations in which a meeting may be adjourned ? Explain.
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What is Proforma Invoice ? How does it differ from an Invoice ? Give any two points.
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What type of preparation is necessary for a Private Secretary, who has to appear for an
interview ? Explain.
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Explain in brief the responsibilities of a Private Secretary with regard to the following :
(i) Handling Visitors

(ii) Organising Meetings
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What is meant by Secretary of an organization ? How does he differ from Company
Secretary ?
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Give any four suggestions with brief explanation for proper handling of telephone
calls.
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Prepare a brief report of an Annual General Meeting of an entertainment club.
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What is meant by Imprest System of Petty Cash Book ? What are its advantages ?
Explain any three.
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What is meant by minutes of a meeting ? Explain the various types of minutes.
OR

What physical facilities are required for convening and conducting a meeting ?
Enumerate.
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Explain the following documents in brief :
(i) Bills
(i) Debit Note and
(iii) Credit Note

OR
Prepare a Bank Reconciliation Statement from the following particulars :
(i) Debit balance on 30-06-2012 as per cash book was T 3200.
(i) Cheques issued in June ¥ 1780 but not presented for payment.
(iii) On 28-06-2012 cheques deposited into Bank ¥ 860, but not yet credited.
(iv) Dividend collected and credited by Bank ¥ 100.
(v) Bank charges shown in Pass Book ¥ 20.
(vi) Receipt side of Cash Book has been overcast by ¥ 100.





