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General Instructions:

= fAder

This Question Paper consists of two parts viz. Part A: Employability Skills and Part B: Subject
Skills.

9 YU H QT 9RT B &1 AT & : AoTR DI 3R 9T 9 : v e |

Part A: Employability Skills (10 Marks)

AT & oK B (10 3P )

i.  Answer any 4 questions out of the given 6 questions of 1 mark each.

o T 6 gzl H A fdy Y 4 3l & SR | ISP YT 1 3P BT 2|

ii.  Answer any 3 questions out of the given 5 questions of 2 marks each.

o T 5 yoAl # fodl il 3 Ul @ SR | UAD YT 2 b bl B |
Part B: Subject Skills (50 Marks):

T @ : fAvg Phere (50 3id)
iii. Answer any 10 questions out of the given 12 questions of 1 mark each.

0 T 12 vl # B W 10 TAl @ SR | IS U 1 3F BT T
iv.  Answer any 5 questions from the given 7 questions of 2 marks each.
e T 7 gl # 5 oft 5yl B SR S| URXD U 2 3D BT B |

v.  Answer any 5 questions from the given 7 questions of 3 marks each.

o T 7 gzt H N N 5 gl B IR | AP U 3 3 BT 2|

Vi Answer any 3 questions from the given 5 questions of 5 marks each.

e T 5 geA H fEd N 3 Uyl B SIR | USSP U 5 3P Bl 2 |

2. This question paper contains 42 questions out of which 30 questions are to be answered.

39 YIS H 42 U B0 & FOad ¥ 30 Ul B SR °H B 2 |

3. All questions of a particular part/section must be attempted in the correct order.

T faeIy 9T /319 & |1 UeAl &l |el A H IR QAT ST =12y |

4. The maximum time allowed is 3 hrs.

AR dH T 3 B T |
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PART A: EMPLOYABILITY SKILLS (10 MARKS)
AT & AR DA (10 Marks)

Answer any 4 questions out of the given 6 questions of 1 mark each:

RfRAITNeg TA P N 4 U & SR | TP U7 1 3P BT 2|

1.| “This house is too expensive, and that house is too small.” Is an example of (1)
sentence.
"8 W) 9gd e § 3R I8 BX 9gd Bl 87 ——————— I BT Th STERT 2 |
2.| Books are the (1)
qwDH ———————— g |
3. | Concatenation of text can be done using (1)
a) Exclamation (!)
b) Hash (#)
c) Ampersand(&)
d) Apostrophe
16 &1 FESH BT SUANT B [haT ST FHT 2 |
& faerfeaes ()
T g9 (#)
T iRES (&)
g IV =78 ()
4. helps an entrepreneur to understand a situation or problem by | (1)
asking oneself questions (why, what, when, how) and researching about reasons
for the situation or a problem.
——————— fodl fad &1 fadl aRRAfT a1 FART &I 9 & oY o Il 9
UBd & (R, |1, He, DY) IR RART I7 FAR1 & BROIT & IR H AR BAT |
5.| Engaging in positive and skill enhancing activities keeps our spirits (1)
AHRTHD AR DI g™ drell TIfAferal § Hervd I8 AR SMHRI Bl
————— T © |
6. | Which of the following green job is relevant to water conservation? (1)

a. Building planner
b. Water policy analyst
c. Insulator
fr=foRed # 9 &9 1 &8 AH) I WRevr & fog uife 27
% Wad e
Qg o T faverys
T foqarE®
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Answer any 3 guestions out of the given 5 questions of 2 marks each:

o T 5 ywAl F fHA N 3 yTAl B SR T | D U 2 3h BT |

7. | Differentiate between Declarative and Imperative Sentences. Give example of each. | (2)
AYUTES a9 R MRS IR H SR N | YD $T SIER < |

8. | What do you understand by personality? (2)
Ifdea ¥ M9 R A &9

9. | Write down the two ways to insert images in power point slides. (2)
qraR dige Yged ¥ fod afferd o @ 31 s ford |

10{ Why it is important for an entrepreneur to have right attitude towards his business? (2)
TP IGIHT & o U+ aarg & U 21 9T AT Rl Hegayol 87?

11| Why recycling and reuse sectors are creating at least 9 times more jobs than landfills and | (2)
incinerators?

3R Y: SYANT &l H TTEe! Bl WRIE AR Db Pl gl 4 HH A HH 9 AT
aiferes At Uer 81 @ 87
PART B: SUBJECT SKILLS (50 MARKS)
AT & : fAvg $rere(so 3iw)
Answer any 10 guestions out of the given 12 guestions:
A T 12 7 # 9 R @ 10 T BT SR S|

12| There are ...... common styles of Business Letters. (2)
AT S TF BT ...... A Aot &

13| # sign is used in manuscript for ......
# ATgA B ST urgfarfy # L & forg fomam Smar 21 1)

14| The intersection of a row and columns is called as ........... (2)
T Gl 3R W9 & Ufres e T ... HET ST § |

15| There are ..... types of e-commerce. (2)
B B . TBR B7

16] There are .... Views in Power Point Presentation. (2)
qIR dfge  Uoice H fohde EEp 27

17] BCC is used to send........ of message to a person. (2)
BCC & SYANT il aufdd &7 ... |<er Ao & fory fham <mar 2|

18] ....... ...virus exists in Hard Drives. 1)
......... # Ry TS giga ¥ HigEr &dr g |

19/ Name the words to be used in typewriting for complimentary close ina D.O. Letter. (2)
RGN U= H g 8y BN B forv SUART fhU S aTel Ieat by H ¢ |

20| How many orientations are there in an Excel Sheet? Q)

TRl dfie & fhaa anRudeq € °?
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21| Define Manuscript.
gl T aRMIRT B¥?

(1)

22| Define slide show.

TSS9 BT gRIATRT B |

(1)

23| Which operator is used to expand the search?
Gol BT AR & @ oy 9 3ffRex &1 SuAnT fhar ST 87

(1)

Answer any 5 questions out of the given 7 questions of 2 marks each:

&7 99 &0 0 5 9 & SR AT TS U9 2 35 o1 2|

24| Write any four types of official correspondence.

T o YR & IMARIRG TR Bl ford |

(2)

25| What do the following manuscript signs mean?

iy 1 i) eq# iy /N ) >

ffoReq  aigfafd Hadi &1 @ Adqeq 87
W /M (ieq (i) / ~ 1 (iv) — |

(2)

26| What is the difference between excel workbook & worksheet?

(2)

27| Enlist any four types of charts in Ms-Excel.

T UF UaEd ¥ [ Al IR UBR & °C DI GAldg DY |

(2)

28| Write the steps involved to save the presentation.

TR @ a7 @ forg e faw g =Rl @1 fafey |

(2)

29| Explain the basic categories of search engine.

Gl oI @ Jel ST @ awe |

(2)

30| Define e-mail.

S—HS DI U &Y |

)

Answer any 5 guestions out of the given 7 questions of 3 marks each:

R 7 4§ A fHN N 5 9o &7 SR AN | TRAS U 3 bl T 2 |

31| Differentiate between Indented & Fully-Blocked styles of letters.

JERT DI S¢S AR Fell—<dld Uell & d19 IR Jasy |

®3)

32| Write the manuscripts signs of the following:
i) Trans i) Insert space iii) insert Exclamation iv) delete v) Centralize the matter
lower case characters

fforRaa & wigfaftal & dad ford |

Vi)

1) Ti¥, 2) W9 STef, 3) TaAdHe 4) €<, 5) favag Il & $Id &, 6) ARR o4
GOGTAY

®3)

33| What is the difference between formula and function in MS-Excel?

MS-Excel # 97 @ik Baed & 4/ fdR a1 2°?

®3)

34| Write down the steps to create a slide transition.

g S GhHUT 9911 & folv =RuT T ford |

®3)
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35| Define e-business. 3)
SR &7 TRFTRT o |
36| What are the steps for sending an e-mail? 3)
S WO & foly R HeH 87
37\ What do you understand by Trojan Horse? 3)
SIS 8\ ¥ 31T &1 AHSTd &7
Answer any 3 questions out of the given 5 questions of 5 marks each:
Ry g 5yl § A forxfy *f 3 U9 T SR | YD YA 5 3(F HT & |
38. Define Memorandum._ Explain its features. (5)
S BT URAIYT &Y | SHS] fIRIVATY T SIS |
39. Explain the points to be kept in view at the time of typewriting a fair copy from | (5)
manuscripts.
gl | U wef $iYRIge H-d GHY &b a1dl o &= H I@1 A1y |
40. Explain in detail the three types of cell-references in MS-Excel? (5)
MS-Excel § 9 UHR & Aa—daHl & IR H fORR & 9d19?
41. How many operators are bemg used in MS-Excel? Explain with examples. (5)
MS-Excel TaRid # foba=t 3ffoRexi &1 SUANT fhar o R8T 87 SSEN0 Afed W
BT |
42. Explain in detail the various ‘View Options’ available in Power Point Presentation. (5)

qIaR @Igc UoiceM H Sude =1 el & a H f[wR | 9arsy |
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