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Gen eral In struc tions :

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 u 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 :

Eng lish, Hindi, Urdu, Punjabi, Ben gali, Tamil, Malayalam, Kannada, Tel ugu, Mara thi,

Oriya, Guja rati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, San skrit and Sindhi.

You are re quired to in di cate the lan guage you have cho sen to an swer in the box pro vided in the

an swer-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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gm_m›` AZwXoe Ö

1. narjmWu ‡ÌZ-nÃ nwpÒVH$m Ho$ nhbo n•> na AnZm AZwH´$_mßH$ AdÌ` {bI|ü&

2. H•$n`m Om±M H$a b| {H$ ‡ÌZ-nÃ nwpÒVH$m H$s Hw$b n•> gßª`m VWm ‡W_ n•> Ho$ D$nar ^mJ na N>no Hw$b n•> gßª`m XmoZm| g_mZ h¢ü& Bg ~mV
H$s ^r Om±M H$a b| {H$ ‡ÌZ H´${_H$ Í$n _| h¢ü&

3. CŒma-nwpÒVH$m _| nhMmZ-{Mï ~ZmZo AWdm {Z{X©Ô> ÒWmZm| Ho$ A{V[a∫$ H$ht ^r AZwH´$_mßH$ {bIZo na narjmWu H$mo A`moΩ` R>ham`m Om òJmü&

4. AnZr CŒma-nwpÒVH$m na ‡ÌZ-nÃ nwpÒVH$m H$s H$moS> gßª`m 53/VOC/O, goQ> u {bI|ü&

5. (H$) ‡ÌZ-nÃ nwpÒVH$m Ho$db {h›Xr/AßJ́oOr _| h°ü& {\$a ^r, `{X Amn Mmh| Vmo ZrMo Xr JB© {H$gr EH$ ^mfm _| CŒma Xo gH$Vo h¢ Ö
AßJ´oOr, {h›Xr, CXy©, nßOm~r, ~ßJbm, V{_b, _b`mb_, H$fiãS>, VobwJy, _amR>r, C{ãS>`m, JwOamVr, H$m|H$Ur, _{Unwar, Ag{_`m,
Zonmbr, H$Ì_rar, gßÒH•$V Am°a {g›Yrü&

H•$n`m CŒma-nwpÒVH$m _| {XE JE ~m∞äg _| {bI| {H$ Amn {H$g ^mfm _| CŒma {bI aho h¢ü&

(I) `{X Amn {h›Xr Edß AßJ´oOr Ho$ A{V[a∫$ {H$gr A›` ^mfm _| CŒma {bIVo h¢ Vmo ‡ÌZ H$mo g_PZo _| hmoZo dmbr Ãw{Q>`m|/Jb{V`m| H$s {OÂ_oXmar
Ho$db AmnH$s hmoJrü&

326/426/VOC/999 2



SEC RE TARIAL PRAC TICE

g{Mdr` ‡Umbr

PA/PS

(326/426)

Time : 3 Hours ] [ Max i mum Marks : 70

g_` : 3 K Q>o ] [ nyUm™H$ : 70

Note : (i) All ques tions are com pul sory.

(ii) Ques tion Nos. 1 to 7 are of 2 marks. An swer to these ques tions should not

nor mally ex ceed 30 words each.

(iii) Ques tion Nos. 8 to 14 are of 3 marks. An swer to these ques tions should not

nor mally ex ceed 70 words each.

(iv) Ques tion Nos. 15 to 19 are of 7 marks. An swer to these ques tions should

not nor mally ex ceed 150 words each.

{ZX}e : (i) g^r ‡ÌZ A{Zdm ©̀ h¢ü&

(ii) ‡ÌZ gßª`m 1 go 7, 2 AßH$ Ho$ h¢ü& Eogo ‡À òH$ ‡ÌZ H$m CŒma 30 e„Xm| go A{YH$ H$m Z hmoü&

(iii) ‡ÌZ gßª`m 8 go 14, 3 AßH$ Ho$ h¢ü& Eogo ‡À òH$ ‡ÌZ H$m CŒma 70 e„Xm| go A{YH$ H$m Z hmoü&

(iv) ‡ÌZ gßª`m 15 go 19, 7 AßH$ Ho$ h¢ü& Eogo ‡À òH$ ‡ÌZ H$m CŒma 150 e„Xm| go A{YH$ H$m Z hmoü&

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.

""EH$ {ZOr g{Md H$m H$m`© EH$ gßÒWm go Xygar gßÒWm _| AbJ-AbJ hmoVm h°ü&'' Bg H$WZ Ho$ g›X^© _| EH$ {ZOr
g{Md ¤mam gm_m›`VÖ {ZÓnm{XV {H$›ht Xmo {ZÀ`H$_m] H$mo ‡H$m{eV H$a|ü&

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

EH$ Ï`mdgm{`H$ nÃ H$s {H$›ht Xmo ~m¯ {deofVmAm| H$m CÑoI H$a|ü&

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

executive?

AnZo A{YH$mar Ho$ AfldmBßQ>_|Q> H$s gyMr H$aVo g_` EH$ {ZOr g{Md H$s ä`m ŷ{_H$m h°?
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4. List any two modern means of transmitting written communication used in today’s

business world.

AmO Ho$ {dÌd Ï`dgm` _| {b{IV gßMma-Ï`dÒWm Ho$ gßMmaU H$s {H$›ht Xmo AmYw{ZH$ Cnm`m| H$s gyMr ~ZmE±ü&

5. ‘‘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.

""H$m`©nmbH$ Ho$ Ï`{∫$JV H$m`© Edß Ï`dgm` g^r H$mo dar`Vm XoVo h˛E EH$ C{MV _mJ©-gyMr {Z{_©V H$aZm Mm{hEü&''
Bg H$WZ Ho$ gßX^© _| {H$›ht Xmo {~›XwAm| H$mo {bI|, {OZH$m _mJ©-gyMr ~ZmVo g_` ‹`mZ aIm OmZm Mm{hEü&

6. Give any two important features of MS Word.

MS Word Ho$ {H$›ht Xmo _hŒdnyU© {deofVmAm| H$s nw{Ô> H$a|ü&

7. List any two ways to save your workbook.

AnZo dH©$~wH$ Ho$ ~MV H$s {H$›ht Xmo VarH$m| H$s gyMr ~ZmE±ü&

8. 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.

g{Mdr` H$m°eb Ho$ Abmdm EH$ g{Md Ho$ H$m`© _| Img Ï`{∫$JV JwU ^r hmoZr Mm{hEü& {dÌd-ÒVar` H$m`© _| g{Md 
Ho$ {bE _hŒdnyU© {H$›ht VrZ Ï`{∫$JV JwUm| H$s {ddoMZm H$a|ü&

9. Differentiate between noting and drafting.

ZmoqQ>J Am°a S¥>mp‚Q>®J H$m AßVa CÑoI H$a|ü&

10. Discuss the points which a Private Secretary has to keep in mind while fixing official

appointment for his/her executive.

AnZo H$m ©̀nmbH$ Ho$ Am∞{\${e`b AfldmBßQ>_|Q> {\$äg H$aVo g_` {H$gr {ZOr g{Md H$mo {H$Z {~›XwAm| na ‹`mZ aIZm
Mm{hE, AmbmoMZm H$a|ü&

11. How would you set up a conference call for your executive?

Amn AnZo H$m ©̀nmbH$ Ho$ {bE H$›\$ao›g H$m∞b {H$g ‡H$ma Am`mo{OV H$a|Jo?

12. 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.)

_hm‡~ßYH$, lr A{_V Hw$_ma, Omo EH$ gaH$mar A{YdoeZ Ho$ {bE AJbo g·mh ~mha OmZo dmbo h¢, Ho$ {bE EH$ _mJ©-gyMr
(VrZ ‡{d{Ô>`m±) ‡mÍ${nV H$a|ü& (bw· {ddaUm| H$mo _mZVo h˛Eü&)
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13. (a) 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?

(H$) {_g gmoZm gßbæ gobm| Ho$ g_yh Ho$ {df`dÒVw H$mo OmoãS>Zm MmhVr h°ü& E_0 Eg0 Eägob Ho$ {H$g \$sMa H$mo dh Bg
H$m`© Ho$ {bE Ï`dhma H$a gH$Vr h°?

(I) E_0 Eg0 dS>© S>m∞ä`y_o›Q> _| {H$gr e„X Ho$ ZrMo `{X Amn EH$ bmb bhaXma aoIm XoIVo h¢, Vmo `h ä`m Bß{JV
H$aVm h°?

14. Write a short note on ‘output unit’ of a computer system.

H$Âfl`yQ>a ‡Umbr Ho$ "AmCQ>nwQ> `y{ZQ>' na EH$ gß{j· {Q>flnUr {bI|ü&

15. (a) ‘‘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

(a) 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.

(H$) ""gmßJR>{ZH$ gßaMZm H$m EH$ _hŒdnyU© {ZYm©aH$ h° ‡m{YH$ma-CŒmaXm{`Àd gÂ~›Yü&'' {ddoMZm H$a|ü&

(I) gmßJR>{ZH$ gßaMZm Ho$ Cg ÒdÍ$n H$m dU©Z H$a|, {Og_| Amn bmBZ Edß H$m`m©À_H$ XmoZm| gßJR>Zm| Ho$ bm^m| H$mo g_m{hV
H$a gH$Vo h¢ü&

AWdm

(H$) g{_{V`m| H$s Im{_`m| H$mo gyMr~’ H$a|ü&

(I) ‡~›YZ Ho$ CÉ ÒVa na H$m ©̀-{d^mOZ H$s —{Ô> go Amn {H$g ‡H$ma H$s gmßJR>{ZH$ gßaMZm H$m gwPmd X|Jo? AnZo CŒma 
Ho$ Am°{MÀ` H$mo {g’ H$a|ü&

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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AmZo dmbr S>mH$ H$mo ‡^mdr T>ßJ go VWm Hw$ebVmnyd©H$ AZwgaU H$aZo Ho$ {bE {H$g Í$Q>rZ H$mo AnZmZm Mm{hE?

AWdm                                                    

""S>mH$ {d^mJ YZ-‡ofU H$s gw{dYm ^r XoVm h°ü&'' Ï`mª`m H$a|ü&

17. Attempt any two of the following :

(a) 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.

{ZÂZ{b{IV _| go {H$›ht Xmo Ho$ CŒma X| :

(H$) EH$ Eogo Ï`mdgm{`H$ gßJR>Z Ho$ {bE {Og_| ‡H$Înm| H$s gßª`m VWm {df`dÒVw H$mo A{YH$ _hŒd {X`m OmVm h°,
H$mJOmV H$s \$mBqbJ Ho$ {bE EH$ Cn`w∫$ n’{V H$m gwPmd X|ü& AnZo CŒma H$s nw{Ô> H$a|ü&

(I) [aH$m∞S>m] Ho$ Hw$eb ‡~›YZ Ho$ {bE \$mBqbJ VWm B›S>opäg®J Ho$ ~rM gÂ~›Y hmoVm h°, dU©Z H$a|ü&

(J) H$mJOmV H$s \$mBqbJ Ho$ {bE EH$ Cn`w∫$ n’{V H$s nw{Ô> H$a|ü&

18. (a) ‘‘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

Ex plain :

(a) Duties of a PS during a meeting

(b) Notice of a meeting

(H$) ""EH$ JUVmß{ÃH$, gh^mJr Edß ‡~›YH$s` Ï`dÒWm _| g^m H$m Am`moOZ H$m`m©b`r n’{V H$m EH$ AÀ`mdÌ`H$
AßJ hmoVm h°ü&'' g^m Ho$ Am`moOZ Ho$ {d{^fi C‘oÌ`m| Ho$ ‡H$me _| BgH$s Ï`mª`m H$a|ü&

(I) gaH$mar ~°R>H$m| Ho$ gßX^© _| "‡ÒVmd-gwYma' go Amn ä`m g_PVo h¢?

326/426/VOC/999 6



AWdm                                          

Ï`mª`m H$a| :

(H$) ~°R>H$ Ho$ Xm°amZ PS H$m H$m ©̀

(I) ~°R>H$ H$s gyMZm

19. Discuss the advantages and disadvantages of mechanisation in an office.

Or                                  

Ex plain any two of the fol low ing :

(a) Book-keeping machines

(b) Franking machine

(c) Mail accounting software

{H$gr H$m`m©b` _| H$m`m] Ho$ `mß{ÃH$sH$aU Ho$ {d{^fi bm^m| Edß hm{Z`m| H$s {ddoMZm H$a|ü&

AWdm                                             

{ZÂZ{b{IV _| go {H$›ht Xmo H$s Ï`mª`m H$a| :

(H$) ~wH$-H$sqnJ _erZ

(I) \´¢$qH$J _erZ

(J) _ob AH$mCßqQ>J gm∞‚Q>do`a

H H H
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