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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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QST SIS eTarm (PSS euTTEensenil dleTdHseTSgI6TeTT.
(<) POSDCORB  (<=},) CORBPOS () BROCSOP () COPOSRB
Luther Gullick has given a keyword

(a) POSDCORB  (b) CORBPOS () BROCSOP (d) COPOSRB

Blmin s Lepwlibgierer sradludlmigener HlrliLjeug <G LD.
(=) sLELUESSISD (=) venflwioiggd
(@) pumsmLEsD (m) QuéEse

involves the process of filling positions in the organization structure.
(a) Controlling (b) Staffing
(c) Organizing (d) Directing

GTETLIG| (PEMWITET HFETTD WwHmib Curmilienl euphi@d CEFwem@Lb.
(<=t) slopLU@SsIHD (<) LWLLESSIHD
(@) dlarr eliuenL i (FF) UFeUELT&SHE

is the act of assigning formal authority and responsibility.

(a) Departmentation (b) Centralization

(c) Delegation of authority (d) Decentralization

TETLG AMETSS BLGUIGSMEHMETL(D Flm FlevmerTsls 19Mgsam@Lb.
(S) LUFeUeT&HE6 (=) @dlarr eliLienL LI
(&) euueioy () s@puUOSEIsD

is the process of grouping activities.
(a) Decentralization (b)  Delegation of authority

(c) Devolution (d) Departmentation

QusGHremel Fal LI Pl4hs 15 Bris@hs@Ger CFwerert Bluweardeng LMo
5@ ssaue Ogfleilss Ceouem(Hib.

(<) eumid (<)) ATEFMHISLD

(@) eumrereufls genm (FF) URIGE FHMS

Inform the within 15 days of the Board meeting about the appointment of
Secretary.

(a) Bank (b) Government

() Income Tax Department (d) Stock Exchange
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QEwemerT ereng)ld GlFmed Lpemwrear wdler eurisams 6gssGrLflueren”
cTemenld eUMTHanGUlled @\(HHGl 2 (HeuTeng. HSem Ol LIT(HeT

(=) pLYSmSSEGNW (PSS () 2 (Heurs@ueum

(@) ydw mur () enfllueur

The word “Secretary” has been derived from the ancient Latin word “Secretarions” which
means :

(a) Confidential Writer (b) Creator

() New Person (d) Destroyer

QR B NGNS FTTHSSTS Q(H&Hs GeueT(hLbd.
(<) wenflwmerrsemer (<) SemlienL

(@) ugliteey (rr) Cemereny

A good report is always oriented.

(@) Workers (b) Organization

() Reader (d) Manager

QaTeT (LpFed, e(h LlFTSens aflbLienaT ClFIFe, e Himeuarsslen CHuITeTD, VElTTL
ugrwiliy ererug,

(1) sreydger Glwer6lum(mer

(<) Cargg Cuoaramen GloeTblummer

(@) samsSlwe Clwerblummer

() Qurg CerClummer

Purchases, Sale of an Assets, Depreciation, Scrap maintenance of a company is called

(a) Database Software

b) Asset Management Software

(
()  Accounting Software
(d) General Software

& 2 milberrager S W emauGrm®h emeum Geuame GlFUSpriger.
(1) eumi@omfl elleneray (<)) GOLELL Wiyl

(@) eumiQorp sjeors allenerey (FF) GOLGLLULTE elleneTey

Team members work with one another to achieve a

(a) Verbal outcome (b) Specified outcome

() Non Verbal outcome (d) Non Specified outcome
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10. Qgriy “HCriemeust GgmLiLy” eremmid AeP&ESILHE DG ?
(1) erpwiren (<) TS euigeiLoTen
(@) wpepwhm () eumuGoml

communication is otherwise known as “grapevine communication”.
(a) Formal (b)  Written
(¢) Informal (d) Verbal

11. Qgmleowemn ererug seedl womb Lulns CeameuiuhGmn Geuame

QUTLLILIT@GLD.
(<=1) gyma (<) Ber sre (@) Gopbsuls (F) GnIHW Sre
Professions are occupations that require a period of education and training.

(a) Average (b) Long term ()  Minimum (d) Short term

12. U Guburhseers LHM DB CSTETERHD (LPFHE BLIT CIFUIET e

(<) B8 (<) redlu (@) v (/) Gur@arngmy
The Secretary is the first person to learn about the many developments.
(a) Financial (b) Confidential ()  Quality (d) Economic

13. @6 o 6Ter QuUTUBEISmeT LHUIGAHUSHE FETSTT WLHMID LUTHSTLILE

sl gdlen S (porafls@héE HLSET 2 dTere.

(=) uewll BepL_(LpepMSET (<=},) ueantludlL b

(@) uewfll urgsmiy (FF) wewtl elSlpenmaer
Employers have duties under health and safety law to assess risks in the

(a) Work Procedures (b) Workplace
(c) Work Safety (d) Work Norms

14. , urgIsTlL $aeued CaTLmy smedlsermal LweTUHSSIL S erme.
(1) UTEISTLUIL (PLPESMISET
(=),) urgsTiL DGDSET OHMID &ememiser
(@) urgismiy uGnrser
() urgisTiy euPsT_ (HS&6T
are used as safety communication tools.
) Safety Slogans
)

Qo

o>

Safety signs and symbols
c) Safety Proverbs
Safety Guidelines

A,.\,.\,.\
(oW
=



15.

@iy :
Note :

16.

17.

18.

19.

20.

21.

LU Cariibler wpasdlw srrenflsdr,

(=) FbueTd OMID 19D LGt LIeOETSeT

(<) Ceneu gl panpaer LHMID HlLBSEDETSHET
(@) plpeuarsdler Lisp

() Cuwle 2 6Ter SenarsgID

Important factors of recruitment,

(a) Salary and other monetary benefits

b) Terms and conditions of service

(
(c) Reputation of the concern
(d) All of the above

LU@&g - 11/ PART - II

SL_Lmwwns edlen_wefl&se|b.

QWSEGSEID e(HENLD GTETMTE) GTeuTeT ?
What is unity of direction ?

Lewtlll LUMGISTLIL| eTETmTed 6Temen ?
What is Job Security ?

WWLIL(HSSISHE GTGIMTED GT6ITE ?

What is meant by Centralization ?

Oewemer eremigen GLITBET Wrg) ?

What do you mean by Secretary ?

Fal L LD GTEITMTE) GTeIes ?
What is a Meeting ?

Lrg&TUL WBnaosmer aNemd@s.

Explain Security breaches.

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

9092

gCGaeib LUSH NaTssErsE el wealldsab. odearm craw 28 -&@

10x3=30
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22,  Fre|ser GIeTOlLMHeT cTenmmed 6TETET ?
What is ‘database software” ?

23. &p Crradlu gaseued QSTLITL eTammTed eremem ?

What is downward communication ?

24. urgurLmm uredler Cmdl eremmmed erevmen ?
What is Gender Neutral Language ?

25. Crge Sie| erammred ereme ?
What is conflict resolution ?

26. &NleTeUe GTEIMTE GTeaT ?
What is a Query ?

27.  uewtlemt LulHE ubdl er(pgis.

Write about on-the-Job training.

28. woseugeill GQuily updl GOl euers.
Write a note on First Aid kit.

L& - 111/ PART - III
@iy : gCsab BhE damssErsE alamLwealssab. alemm erem 35 -&@
SL_LTwiwndg el wefl&se . 5x5=25

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

29. ©dlarr UL Lbe6r GarTHesLnBsameT 6T(Lpgis.
Write the characteristics of Delegation of Authority.

30. Hlmio Qeswerereny LSS B&EHD CFULICUSHSTET HTTERTHRIGET WTene ?
What are the reasons necessary for dismissal of the Company Secretary ?

31. uSleyseT HMID YEUMTERISMET UMTILMIESHE|D. @ HinelasSnE Qg ereueurm)
WPEH WD 6Temiensd Famaed ?
Define records and documentation. How is it important to an organization ?

32. auml Qs sseue CSTLITL eTammmed 6Temem ?
What is verbal communication ?
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33. Gsmfleapery Ludnsluder Qurgeurer Garearenssamer LD eNleurdsse]m.

Discuss the general principles of professional practice.

34. Gewerearmssrer grenaGusl Cpdlipenmsaner alleuflEseab.

Converse on the telephone etiquette for a Secretary.

35. 2L6 ped womid urgsribe Seuflugmss GO ayLb.
State the need for Health and Safety.

u@&d - IV / PART - IV

SN : Semensgl HNaTssErdsEn bl wailsseab. 2x10=20

Note : Answer all the questions.

36. (=) Cueramenoudler Hlenevgsamer allflaurs erpgis.
360605
(<) @dlarr eliueL Libear Csraranssamer alleuflEsa]Lb.
(a) Elaborate on the levels of Management.

OR
(b) Explain the principles of Delegation of Authority.

37. (&) uewiuigdled upmofasiinL Geusriqul epem e(p&s CbMisamer allauflése]ib.
S|60605)
(<)) S Svants@b smeilsafean uamssamar alleuflGsea]b.
(a) Explain three basic rules of etiquette in the Workplace.

OR
(b) Elaborate on the types of fire extinguishers.
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