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4. Answer any TWO of the following questions. (2 x 5 = 10)

(a) How is SWOC analysis useful for the development of an individual or an organization?

I (b) List some significant characteristics of positive thinking. 
a

(c) Suggest soroe ways to enhance emotional intblli:gence.

(d) Flucidate interpersonal skills with examples.

/1n,, 1 -5.Changethe,fol1owingsentence.sasdirected:.

(i) Narayanamurthystartedlnfosys.

(ii) Hurry can gain nothing.

(iii) The audrtors are checking the aicounts.

(b) Change the following sentences into Reported Speech.

(ii) The doctor said to the patient, "Do not smoke"'

(c)Changethefo1lowingsentencesintootherDegrees.

, (1) Mango is the bweetest of aIi fruits. (comparative)

(ii) Shimla is cooler than Ooty. (positive)

(iii) No other peak in the world is so high as Mount Everest. (superlative)

Gv) This is more powerful than rnost other earthquakes that occurred. (comparative)

6. (a) Fill in the blanks using the right articles/prepositions. . (5 x I = 5)

(il The two thieves divide the moneY themselves.

(i, S[e was wearing ug15, dress.

(iii) My house is the post office.

(iv) There is one rupee coin over there.

(v) Who turned off lights?

(b)Fi1Iintheblankswiththesuitab]everbforms

(ii) 'He : (drink) at least five cups of tea every morning,

' .- ^ ':.(iv) I ---.1-1 - ---- (expect) a calL from her yesterday.

(v) We ' , , , (trpend) our hol"iday in Chicago this stli'rllllor.

(5 x'1 = 5)
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' SECTION B * (3 x 10 = 30 marks)

Answer any THREE questions.-,
Each question carries L0 marks,'

r 
.: I 53p fur.6J fFAo$ sir6.55r:err Lr"o5,!tu).

: ,tr t-5S 158tr5.: 10 5:.66e1

9. Write the nature and scope of an offrce secretaryship.

es$S s"6,15S3 dr51, Sgr.:eiir: SJSoID 5EOCI itirO; p"odr5r:

10.. ' Define secretary explain:the duties and responsibilities of secretary.

s655E7S S65.5o,9 r'C d!{, Sdreu 5r8oXD q}656eD$o Ber:So8.

11. What is a flow chart? Explain most common t5qpes of flow charts.

+ fF erbn'3l:? J"Gr.6e? ry *qio$c 6s.eD 5$?oe)rroeJ

12. Define frli4g write about the advantages and limitations of filing.
-g0oF'fu &65o.Ios, cre 6,u51, 15o0:"aa.o 5J8o5D SEsrfueD 6eu[ir:.

. 13. lMhat do you know about the major components of a business meeting?
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1.

2,

SECTION A- (5 x 5 = 25 marks)

Answer any FIVE questions.

il qr"rtio, carries b marks.

53p ac.fc gb6;er$ b5.rO-5fr:eD La"oY.D5,D.

g5e9 g5{5r 5 5:"t5c6ur.

Book keeping Vs Accounting.
e So .e--

aJJs sJOh vs ers"oeJoh.

Prepare Kumar account.

2021
Dec. Rs.

1 Purchases from Kumar 10,000

3 Sales to Kumar 5,000

5 Goods returned to Kumar 2,500

7 Cheque received from Kumar 2,500

9 Goods purchased from Kumar 500

I Cash paid to Kumar 3,500

11 Sales to Kumar 500

5J"5J"6 q).El"bJ 6cUJ.dJ 3o:lf,l.

202r
c

6AoaJO

1

tf

5

$5J.5 S.ro& Sbrffel

$5J.6 $ el5c6s"u:

5JnJ.6 $ bdJ$ r"55re\)

6J..

10,000

5,000

2,500



(c) Correct the foilowing sentences.

...J(ii) Simran is good in singing. I

(iii) One of the policemen were injured in the light.

(iv) i waited for you since 9 o'clock in the urorning.

(v) He comes to college by walk.

(d) Add Question Tags to the following sentences.

(, They grow vegeta.bles

(iil Gauruv is a good cricketer,

(iir) He can speak'English, -J

(iv) She was sleeping in the c1ass,

(v) Close the door, please, ")

(e) Write English words for the following_fho-netic trpnscriptions-

(r) /'li:ds/ l

(ii) /'mi:ru5/

(iii) /tslr/

(v) /'mju:2il.J

(5x1=5)

(5x1=5)
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SECTIONA - (4 x 5 = 20 marks)

Answer any FOUR questions.

Each question carries 5 marks.

53c o.eul0 t56-rer5r Sfro-55leu p"oSlil.
.-*-.

15e9 LbA$ 5 Sr6:6eu

1. Briefly explain any five principles of insurance.

Spb acfu f5.r 5.:-1e"erbr 5c5om s58o5o&.

.-

2. Advantagesoflnsurance.

d5.P dr:56 g5drameu.

3. Role of IRDA in insurance sector of India.
q1"66 dnr- 6oXod IRDA J"165r BeuSo&.

4. Features of life insurance.

5. Claim settlement process in health insurance.

er6*x5 ffrd$oSsc fofirSo$ g5$cUr.

6. Process of counselling for customers.

scdrXo"tfuer$ S-np0oE g513ouc. '!

7. Different types of fire insurance policies.

ss{ 6s"pb erftdb.r *"er3o5:6el5o&.

8. Describe about the process of d.ealing with customers.

$;rSrg &{ f5Sf"0o55er35 ebU:Sr Xr83 p"cUco&.
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Q.No.2,3,4,5&10shou1dbearrsweredinSanskriton}y.
gqfr $flrr, - (20 marks)

1. dffiEftriilrnetqfrqor (2x2=4)

(a) tft-dsl €1({' I

(b) TrT in.erq+lti

(c) {lg{fr
(d) qrrqTEE

z. B "ryf 
qr-q slrFr frqat

(a) ?{l-d
C

(c) 6]"i

B. E*, qrfr, frffig d-sTt q-qmr 6qIFr fuoot

(a) 3ilrsE

4. q-E Tf qlcftd{r f,{-d qFU fttreqar

\(c) q-dfqq:

(e) ry
(g) qTrr: 1

b. qguTf nqfitn ffi A;a nwTft fue-dr
c(a) qia6m,,

(c) 6Rkl-[fr:

(e) .ilWq

(g) 6qrf,gqT,

(b) 'FSq
(d) eqt

(b) rt1{trs:

(0 dfi"T

t

(b) flrlrkT:
c(d) HI€{er:

(0 qcqqq

(h) ffirqn{

6fon11

qnt

(2x 2= 4) :r

(2x2=4)

(4xl=4)

(4 x 1'= 4)
t



--:--
53e +r."dr 1561er$ b,fro"S$reu pofu5r:.

gbs 15{5: 10 iF6l6eu.

10. Write about various types of insurance

dnrds lsd 6s"er$.l Xr83 p.o5lo&.

11. Deseribe about the various approaches for frnding prospective customers.

a;"s 555c650 S5cfi-5c'c8 er5.:b8o55eri:$ ssd Sro"o$o $58o5o&.

L2. What are the key elements in building the customer loyalty?

{1Srg $65b$cUc65c &6obdod 155rl$ $g6 53ro$ ero*ep 5p?

13. What is marine insurance explain it features and types.

55r:gd d6.r el$n"3&) 6'0 6.u5i, er{ee.w s58o5o6.
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6. s*,
(a)

(c)

(d)

(b)

8. (a)

(b),

9, (a)

(b)

kddr rrrl: - (bo marks)

3pg1qrwmi, "ryr-* 
er :r{q661

q6, yqfl*;qr. fifr: g;d g5f6a, t

S.tn ${ffirg-d: .E-t-g6{tt q ?Tdkdtt

ffieciqf,Tqfrqdfrfr:t
dTiiTffii ffid fq-i-sniqEt I

31-fr ffis?i qr*i riqdftgt
qrsi {dr ttddi frftE-{i qqrft qtt

\
{qTfr{ffi tlq-inq sqi, trfilq: sgt

s{ffi qfrg r+0, qu.S ;IurFItt

.q1ffi:" fi sr6lTrrr gniqi fr1qnf

1s$i, T{tITrla mqmei Ea-{r1?

"qf,1q{"'gfr qrfl qH qniqi fr{c{dr

seltrf, rTrfuqr ftsft'd rrc-ffffi qarsrqs 3nfrdii frvrqrdr

,g1ffi:" Efr qnq rriq qntiqi ioqor

(b) m-ut mkd frmqqfr{rfldt

s-gqf eqwl-TlilH frqar

(a) q*q frm mfldgqail

(b) cl-frT {rrT srJ, C{rI Efr i6: {IEIEIII olE*Ei

(c) *.frd, Ei q1quiTrd, ?

(d) $q: * {RUIIef qEiseq sseq?

(e) -Arr1 ami ryar q, frrrraeirld, ?

(0 *qqqr,qq-dRi t

(g) cErr-Oi ftq?

(h) swqfux+-oi, q1qfr6,7

(2 x'3 = 6)

(1x8=8)

(1x8=8)

(1x8=8)

(4x2=8)

(a)7.

10.

2
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,:
(No additional sheet will be supplied)

Maximum: 50 marks

Answer any FIFTY questions. Each question carries 1 mark.

.).

IL

2(n -t)

(50 x 1= 50 marks)

0.32 x 0.32 + 0.64 x 0.68 + 0.68 x 0.68

(b) 0

(d) 0.5

_1)[, _ r)...[, _1),. equar to4)\ 5) \ n/

(b)

(d)

plify

1

2

1')('
ollo,/ \

1

a

Sim

(a)

(c)

(r-
\

(a)

(c)

1.

nQt,+l)

63. Sihich is greater -Y-

t)(a)
13

L9

65

ft)I
7

(d) None of these

5^or -a7

4. What decimal of an hour is a second?

(a) 0.0025

(c) 0.00027

(a) 106598304

(c) 5967013

Which of the following numbers divisible by 8?

(b) o.odoe

(d) 0.000126

(b) e8ot642

(d) 36870521



1tr. qgrf qu<$ nei q6*l 
-.

(a) qfrm q-ni EdTqfr tq*fufu, t

(b) Sqr +n fu{q-r vqRr

(c) Eq ?€d{ {rdtki sffi, t

(g ffiitiun, uS vrgg;T q {tqrsr:

(e) 'ufr et6 erq?Pfr qqt q51-t r

(0 r grfr wffi ffisd qq-q i -Bqrr

(g) ilfiffi *trafr *lR,l
(h) iertqi ftrE-sffi*{ erffiqE qrdqr

(4x3=LZ)
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OFFICE SECRETARYSHIP

Maximum: 50 marks
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SECTIONA- (4 x 5 = 2}marks)

Answer any FOUR questions.

Each question carries 5 marks.

53c irerrtb pEler5: birO"SileD Lr"oY.D5r:.Lo(

, LbS ibEl5: b Sr6r6eu.

1. Write about organisational structure.

5g5frX6 So"deeo Xr8; p.c$o&.

2. Write about commercial association secretary in brief.

S$ScUrd eri,obofun5 s65583 tu8o,r *4o* Lqo!:.riD.

: 3. Write ab.out the modern equipment in offi.ce.

er|:S Sodc dbdr8o{r: er45:e5 565o"er Xr83 6u:gir.

4. What d.o you know about the personal secretary?

5SX5 o63{Se t08oa 55r sar 60oYDSo?

5. Vlhat are the hoSpitality rnanagement services that you provide for an organisation?

2,5 Sobd 55r Je^u5oe3 ers65 c65b"ea ftfofo b5J$"t1:q$, \
a

6.' Write shoit notes about the office procedure. ' ,

er$S co"f 15$cU; /{rS1 erfr:oSS1a"oYubr. 
r

7. What are the key factors for controlling the inventory records?

qf85 aB5oer0 ccboldea5o gSqrc6o 3fu eroa'el ScZ

8. What are the contents of press note?

[rS S"e5efc eroa.eu 5c?


