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General Instructions :

(i) Question Nos. 1 to 10 are short answer type questions carrying two marks each.
Answer to these questions should not exceed 30 words each

(ii) Answer any seven questions from 11 to 19. These are of four marks each. Answer to
these questions should not exceed 70 words each.

(iii) Answer any two questions from 20 to 22. These are of six marks each. Answer to
these questions should not exceed 150 words each.

-1
PART -1

1. 3T 9ol 3R S arett S | 3] adred | 2
Differentiate between incoming and outgoing mail.

2. TR T Bied aTelt Hell i Fl AT § AR S § 2 2
Why are sorting tables used in Post Offices ?

3. SISt ERferT wEid @ ? 2
What is Horizontal Filing System ?

4. T2l U@ 3t /A Rl &1 W fofed 2 FHaem & smavasar g | 2
Name any two old records which need to be weeded out.

5. U RIS HYE H T AT T 2 2
What is the advantage of a Counting Machine ?

6. b MR FAME 2 2
What is Cash Register ?

7. SHAFEAME? 2

What is E-mail ?

8. IS AT IS S IR it | 2

Define a Motion.

9. U U 3R Gehoq | T R &€ ? 2
What is the difference between a motion and a resolution ?

10.  “FuTiges g o1 = 31 § 2 2

What is the meaning of ‘Casting Vote’ ?
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PART -2

T YT H F Thl |1 U9l & ST QI

Answer any seven questions from this part :

11. TH S oA’ R0 o oy Fadred | 4

Give advantages of an Answering Machine.

12.  Ueh AUST 1 YFIT i & o adred | 4

Give the advantages of using a laptop.

13. Ueh G & a5 Fiad & i 9 Hed ¢ ? 4

What are the duties of a Secretary after a meeting ?

14. U oY GHT ol 7 AETHaT & ? 4

What are the essentials of a valid meeting ?

15. T SULUEL T, 9E1d 1 € 2 36 o Jaiey | 4
What is EPABX system ? Give its advantages.

16. TS 9497 &I € 2 SHeh! SUTINTAT GHSAET | 4

What is a Mobile ? Explain its utility.

17. U 3T ATEHIGH I & (el R T[T ! THEET | 4

Explain any four qualities of a good business letter.

18. foafEd it Hifas aaivor 3§ o sad | 4

Differentiate between written and oral communication.

19. ST (FUSTH) T & 2 Tk o1 STy | 4

What is an Index ? Give its advantages.
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Answer any two questions from this part :
ffetfad # & | 1 Feg o queed

() URZe Gfelthohe (ST Y T JHET)
(i) WHes T

(i) =T T STHT ITHA

(iv) TR

Explain in brief three of the following :
(i)  Postal Certificate

(1)) Registered Letter

(ii1) Postal Insured Parcel

(iv) Speed Post

frfoiaa o 9 Tl ot i greny -
(i) T g
(i) 9T DT PR & GeH

(i) RS & (FRH)

Explain any two of the following :
(1) Notice of a meeting
(1)) Minutes of the proceedings of a meeting

(ii1)) Quorum

FrAfetiad & & fohel &t ol Tweey :
() R

(i) 3T

(il) GrEr2E.

Explain any two of the following :
(1)  Photocopier

(i1)  Internet

() C.C.T.V.



