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General Instructions :

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

2. Please check the Question Paper Booklet to verify that the total pages of the booklet and the total
pages printed on the top of the first page tallies each other. Also check to see that the questions are in
sequential order.

3. 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.

4. Write your Question Paper Booklet Code No. 53/VOC/O, Set [A] on the answer-book.

5. (a) The Question Paper Booklet is in English/Hindi medium only. However, if you wish, you can
answer in any one of the languages listed below :

English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu, Marathi,

Oriya, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit and Sindhi.
You are required to indicate the language you have chosen to answer in the box provided in the
answer-book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the question will be yours only.
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SECRETARIAL PRACTICE
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Note : (i)  All questions are compulsory.

(i) Question Nos. 1 to 7 are of 2 marks. Answer to these questions should not
normally exceed 30 words each.

(iij) Question Nos. 8 to 14 are of 3 marks. Answer to these questions should not
normally exceed 70 words each.

(iv) Question Nos. 15 to 19 are of 7 marks. Answer to these questions should
not normally exceed 150 words each.
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1. “Duties of a Private Secretary vary from organization to organization.” In view of
the statement, highlight any two routine duties usually performed by a Private
Secretary.

“u TSt wfE w1 PR U wE | qE §E H SAA-3A BT 21 39 HYA o e § U st
afea g7 | feafea fRdl 3t et it e i

2. Mention any two external attributes of a business letter.

TF AEEEE 0 A R | el femivaret w1 3g@ i

3. What role does a Private Secretary play after scheduling appointments for his
executive?

O SATYHE o ITETEeHE hl Yl hd GHT T sl |fad il Fan ofien 27
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11.

12.

. List any two modern means of transmitting written communication used in today’s

business world.
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“A proper itinerary should be devised taking care of all the personal and business
preferences of the executive.” In view of the statement, write any two points which
may be considered while preparing an itinerary.

“FEUTE o AR w1 TE e G4l il aEdr od gC U 3tad Ani-gE! FiEd e =tee )’
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Give any two important features of MS Word.

MS Word % i &t "ol fawmarstt &1 gfe =i

. List any two ways to save your workbook.

U Feheeh b oA 1 [heal &1 qlehl shl Gl AT

. Besides secretarial skills, a Secretary’s job requires certain personal qualities also.

Discuss any three personal qualities which are important for a Secretary in the world
of work.
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Differentiate between noting and drafting.
A AR T A1 3R 3@ Al

Discuss the points which a Private Secretary has to keep in mind while fixing official
appointment for his/her executive.

310 R oh STTHRES ITETEeHe had Fd Try fordl st e &t for fargeti @ eam wam
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How would you set up a conference call for your executive?

Y 39T HEIAS o [0 Fhid hicd h8 TR AT HUl?

Draft an itinerary (with three entries) of Mr. Amit Kumar, General Manager, who has
to move out of station next week for an official meeting. (Assume missing details.)
HETE e, A AHA FAR, S T TR ATYEYH o 7T 3FTel 9618 A6 STH a7 &, 9 o10 Teh AW -g=
(fm wfafeat) yrsfua | (gu foawn & 9H1d gul)

326/426/VOC/999 4



13. (@) Ms. Sona wants to add the contents of a cluster of adjacent cells. Which feature
of MS Excel she can use for this purpose?

(b) In case you observe a red wavy line below a word in MS Word document, what
does it indicate?
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14. Write a short note on ‘output unit’ of a computer system.
FFRL UMt o “3T3eYe Ife’ W Uk Gigw feomft ford |
15. (@) “An important determinant of organizational structure is authority-

responsibility relationship.” Discuss.

(b) Explain the form of organizational structure in which you can combine the
benefits of both line organization and functional organization.

Or
() Enumerate the demerits of committees.

(b)  Which type of organizational structure would you suggest for division of work
at top levels of management? Justify your answer.
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16. What routine is to be followed for an effective and efficient dispatch of incoming
mail?
Or

“Department of Posts also provides facilities for the remittance of money.” Explain.
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17. Attempt any two of the following :

(@) Suggest a suitable system of filing of documents for a business organization in
which number of projects undertaken or subject matter dealt is of great
importance. Justify your answer.

(b) For efficient management of records, there exists relationship between filing
and indexing. Discuss.

(c) Enumerate the essentials of a good system of filing.
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18. (@) “In a democratic, participative and managerial setup, meeting is one of the
most important parts of office procedure.” Explain in the light of various
purposes for holding a meeting.

(b)  What do you mean by ‘Amending a Motion’ in the context of official meetings.
Or

Explain :

(a) Duties of a PS during a meeting

(b) Notice of a meeting
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19. Discuss the advantages and disadvantages of mechanisation in an office.

Or

Explain any two of the following :
(a) Book-keeping machines
(b)  Franking machine

(c) Mail accounting software
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