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e Please check that this question paper contains 5 printed pages.

e (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.

e Please check that this question paper contains 18 questions.

e Please write down the Serial Number of the question before
attempting it.

e 15 minute time has been allotted to read this question paper. The question
paper will be distributed at 10.15 a.m. From 10.15 a.m. 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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All questions are compulsory.
Marks for each question are indicated against it.

Questions No. 1 to 10 are very short answer type questions, carrying
2 - 3 marks each. Answer to them should not normally exceed 30 words
each.

Questions No. 11 to 16 are short answer questions, carrying 4 marks each.
Answer to them should not normally exceed 70 words each.

Questions No. 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.



1.  fisit gfua & foe stees fopegl =m Tort sl g=ht ST | 2

List any four qualities essential for a private secretary.

2. U%hd 84 & fou ws S afva & 9@ 31 9 foedl @ vl o1 3gw@
$||\3Q | 2

State any two skills that a private secretary should possess to become
successful.

3. Gl 1 w7k B 2 2
What is meant by a public meeting ?

4. | TE 1 31 G | 2
Give the meaning of adjournment of a meeting.

5. 99T gIA1 H & I arelt fheal 9) #el i g SET | 2
List any four items that must be specified in the notice for a meeting.

6.  ITEH Uehg 1 37 AT | 2
Give the meaning of imprest cash.

7. S U Uehg ST S <hl fspafafer =l @wemsT | 3

Explain the procedure of depositing cash into the bank.

8.  TEA HINEH KT w7 AA B ? 37 Akl T 3IgW@ hIfT foleh g T&dE o
gme o ST Hehat 7 | 3

What is meant by amendment of a motion ? State the ways in which a
motion may be amended.

9. T Tu/gwAl & Gfva fohd e foham s aehar 8 2 3
Who can be appointed as the secretary of an association ?
10. fIsit gfea & ST hdedi 1 989 § Ui shifsru | 3

Briefly describe the receptionist duties of a private secretary.

11. G vt 7 fgerar $8 foft afaa 1 su St & fafe § gges § 2
&Y T TS | 4
How does mastery of secretarial skills help a private secretary in the
discharge of his duties ? Explain briefly.
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“A private secretary is an executive assistant who spares the executive

(Boss) of many routine activities.” In the light of this statement describe
briefly the daily routine of a private secretary.

2w e & Tfea o il 6 Thfa 1 @& § THesT |

Briefly explain the nature of the job of the secretary of a tennis club.

‘e YA AN § o U NN 89 o Gfud & ool I 89 H
AR |

Briefly explain the duties of the secretary of a non-governmental
organisation engaged in ‘Swachh Bharat Abhiyan’.

Tsh SH-GEIRT o Hfdd <hl Aradret i G&9 ¥ qui i |

Briefly describe the qualifications of the secretary of a public library.

Shige A1 &1 R 37 B ? THHI e IR ST & ? Th hfec A1 1 AT
Qe |

What is meant by a credit note ? When is it prepared ? Give a specimen of
a credit note.

Th 99 [T h fohedl 9 AOw=hdrst &1 3g@ HIfGT 9 396! G&T T
HHLATRT |

HYAT
Tt % d e S SN e T G § werE |
State and explain in brief any three requisites of a valid meeting.
OR

Briefly explain the secretarial work before and during a meeting.
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State any six reasons for the disagreement of the balances as shown by

the Cash Book and Pass Book.

OR
Enter the following transactions in the cash and bank column Cash Book
of a Club :
2018
February 1 Opening balance : Cash
Bank
February 2 Subscription Received

February 15 Donations received by cheque and
the cheques deposited into the bank

February 18 Paid to Artists by cheque
February 20 Paid to assistants

February 21 Sale of old instruments
February 22 Cash deposited into the bank
February 24 Paid wages

February 27 Sale of old newspapers

T
10,000
80,000
60,000

1,20,000
70,000
20,000

8,000
27,000
18,000

1,500

=
10,000
80,000

60,000

1,20,000
70,000
20,000

8,000
27,000
18,000

1,500
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