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SECTION - A

Fgfoehed ™ T (FE ST FHT)

Multiple Choice Questions (Select right option) : (16 x 2= 18)

feffacd e P e SRR ufsmn w1 T = A @ ?

(37) v @) =

@) forama (@) Teehdl

Which of the following is not a step of communication process ?

(A) Sender (B) Channel

(C) Book (D) Receiver Ya
T e wfafman (wfagfy) a9 =nfe

(31) fafsre @) TR

@) fom () I aeft

A good feedback should be

(A) Specific (B) Timely

(C) Polite (D) All of the above Y

STH § hH FTETR U1 g ?

(37) e srE @) wE Al

(@) Feft AT (Q) WTNTH 3T<R

Which of these is a communication barrier ?
(A) Effective listening (B) Clear articulation

(C) Open mindedness (D) Language difference Ya
FrafaRea o @ s @1 forRaa sam w1 3w =i 8 2
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7.

(37) = () SR AT
@) 3-5d @) ST T

Which of the following is not an example of written communication ?
(A) Letter (B) Office order

(C) E-mail (D) Body language Y

TS h8 A fohdT ST HehdT @ ?

(31) & focia e @) igHwdia

@) Trafra =mem e (T) TEEATS I TR Hleh

How to reduce stress ?
(A) Procrastination (B) Lack of sleep

(C) Regular exercise (D) By ignoring problems Y

T safea e -feorfam 8 guR ghar @ ¢

(31) WTEHTST ] TSRS Hleh (§) ShIY S hih

(@) TEI YU b (]) ITcHIIT  sEeht
How can an individual improve self-regulations ?
(A) By ignoring emotions (B) By expressing anger

(C) By time-management (D) By avoiding self-reflection Y

frfaRaa # & fopd T I I 1 AfETSh AHI AT 8 7
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9.

(3)) RAM (@) = fewn

& CPU (@) GPU

Which of the following component is considered as the brain of a computer ?

(A) RAM (B) Hard disc

(C) CPU (D) GPU Ve

T8 HIYX W-T@E & e fmfciRad & & &H 91 =10 sufda ® ¢
(37) M TfThIM T AT |

(§) I I Hieft gu H T |
(@) TIARRE AreeeR & afid €9 8 319ge T |

(§) TTFSRR ST ol IHCET BT |

Which of the following is a recommended step for basic computer maintenance ?
(A) Installing more applications

(B) Keeping the computer in direct sunlight.

(C) Regular updating antivirus software

(D) Ignoring software updates Ya

HI HI-TTE T Teh i’ T MIHH L R R 7
(37) foreft S & aTeR FreRe o forg

(@) T Uerehyrd o &9 fege & & fore

(9) Ueh 71 GATeIS SH o foIg

(§) $IT AT o oy
What is the primary purpose of the ‘Escape Key’ on a computer keyboard ?

(A) To exit a program.
(B) To switch between open applications.
(C) To create new documents.

(D) To access the internet. Ya

10. HR FHI-FE W T I’ T TAfFh FRE RS ?
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(31) T ZE2 (§) T I 3T Ui TS ST 61
(@) TS 3 h & & T (@) WR A EeH & forg

What is the primary function of the ‘Enter Key’ on a computer keyboard ?
(A) Indent text

(B) Move the cursor to the next line

(C) Delete characters to the left

(D) To open the start menu Ya

11. <hI-912 9 & bl 92 378 H fo@a & f9u smdr @ fopa by =61 g o

S e ?

(37) Ry = (@) ‘Alth’ H

@) “Ctrl s &1 (@) THH A

Which key is commonly used for capitalizing letters on a keyboard ?

(A) Shift key (B) Altkey

(C) Ctrl key (D) Tab key Ya

12. Frfefad o @ o 91 SHeget geeq 3R Mot SgH o1 T = ale g ¢
(37) Torvaeia izt & @ aeaE gren e
(§) GR&TT YTl <hi 3787 Hich
(&) Ao 3R Il aread w1 U= ]

(§) SATFTA THHRI hl HTETh T T AT BTl H W]

What is a common method to enhance computer security and privacy ?
(A) Sharing passwords with trusted friends.

(B) Disabling security system

(C) Using strong and unique passwords.

(D) Keeping personal information in publicly accessible files. Y

13. T=fafaa & 8w o1 v g% STl H1IHE T e ?
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(37) & I T SRew o &=

(§) IR GHTIHAT TTC TEHT

(@) SNRew o= ot

(§) hact ITCThITcTeh W&l T €I higd T

Which of the following is a main quality of a successful entrepreneur ?
(A) Avoiding risks at all costs

(B) Maintaining a rigid mindset

(C) Risk taker

D) Focusing solely on short-term goals %
(D) g y g

14. T=fafigd § 9 $H 97 s 39 Afad 61 Fa8 =S U HT @ ST 19 bl 3790 |

forefl STRaw 3310 BT U o1 ™ Y& 3R TTord i g ?
(31) et S REZEL
(|) e @ o

Which of the following term best describes an individual who starts and operates

a new business, taking a financial risk in the hope of profit ?
(A) Entrepreneur (B) Employee

(C) Manager (D) Investor Ya

15. @ad feepra o1 wufies deg g ?
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CREEUCEAEET]

(@) e difeai o foTu sTehfoss waTeH w1 EXeu
() TTENg HETeH] T arg

(?) ITUTates oY ITfRrehariehtoT

What is primary goal of sustainable development ?

(A) Rapid economic growth.

(B) Preservation of natural resources for future generations.
(C) Exploitations of environmental resources.

(D) Short-term profit maximization. Ya

16. &N hisret & = aTead B 7
(31) et 1w foemm o formivsrar
(@) ARl aEHIET & TEfid sHard
(@) BT 6 HETT JAYfd BT IUART B F Fefford

(§) WA dehiehi a1 TH

What does the ‘green skills’ refers to ?

(A) Expertise in video game development

(B) Abilities related to environmental sustainability

(C) Proficiency in using green-coloured office supplies

(D) Knowledge of gardening techniques Ya

©Ug -«
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18

19.

20.

21.

22.

23.

24.

8
SECTION - B

3 TE[ARIHS T9 (Teb e & 3T €I

Very Short Answer Type Questions (answer in one line) : 8x'n=4)

RO T H HerH g TR foha st feem—feeti o6t are foren S =few ¢

What legal guidelines must be followed when engaging in debt collection ?

3T forar gan dan oilerm <Al wfshn e weetdl B 2

What is the process of returning borrowed money called ?

319 EH § YehR[cH HTaIe 1 hdl SEE1 ¢ Hehd & ?

How can you promote a positive team atmosphere ?

Tug ol o § 3TTaeh R A @ 7

What do you mean by group decision making ?

R < g s forflam |

Write two methods of communication.

staRfer freed i aitaTia i |

What do you mean by operating system ?

IR % Gl HEd fTfa |

Write two importance of communication.

WRA o <1 Tfeg il o T i |

V-113

Y

Ya

Y

Ya

Y

Y



25.

26.

27.

28.

29.

30.

9

Write name of two famous entrepreneurs of India. Y
g -4
SECTION - C
TTETRICH T3 (Teh A1 g1 Ufea | I i) -
Short Answer Type Questions (answer in one or two lines) : B x1%2=12)

el T feieh STTER I FAE FAl Hgeaqul § 7

Why is practicing ethical behaviour important in the work-place ? 1Y

e 19 Foh THTE STATator § kY AT SaT | 7

How does effective team work contribute to effective environment ? 1%

e ST Y % THTH % foTT T el 3T ST T B 7

What step can be taken to address doubtful overdues payments ? 1Y

AT ! HdehdT fHTT & Hq1eam 9§ argr-<] miaferfer <h fead s et =gy ?

How should employee report for fraudulent activity through the vigilance
department ? 1Y

e~ ot TR TTEhT <l AT IEATS] o AR W TTe & A 8 gferd 3 Herg S gehd § 2

How can micro-finance institution effectively inform and advice customer about

new products ? 1Y
forshl TgTq ¥aT < o T feTfen |
Write three importance of post sale service. 1Y
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31. Teh hUHT i SIS dcY hYl fehidd st ?

How to develop brand value of a company ? 1%

32. ] hl UTed hid H T UNRTeI0 S8 JNEH ¢ Fehdl & ?

How can staff training contribute to achieving goals ? 1Y
T UE -¢
SECTION -D
frareTeTe T (T & Q) Ui # 3R o)
Essay Type Questions (answer in one to two pages) : B3x2=6)

33. 0T ehidt UTd i <ht Ufeha ford |

Write process to collect the loan repayment. 2
3AYET/OR

Hicrer 3rfrd HTHet! < 1 RV B ?

What are the reasons of doubtful overdue cases ? 2

34. UTE i forshl 39Ud Han3l o fafir— ger forg |

Write the different types of post sale service to customer. 2
3YAI/OR
fopeft Srad™ § TITEeh W1 % YeEH T A LTI R 7
What is the primary purpose of managing customer accounts in a business ? 2
35. R H TR-TiRgs g9 I Aecaqul & 7
Why is non-verbal communication important in work-place ? 2
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JYAT/OR
TR H hIgseh ol 3£ AT 8 R IYTE BIgsish hl $© THE fomwdd ® & ?

What is the purpose of feedback in communication and what are some key
features of effective feedback ? 2
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