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Max. Time Allowed: 1% Hours (90 min) Max. Marks: 30
PART A - EMPLOYABILITY SKILLS (05 MARKS):
NO. OF NO. OF NO. OF TOTAL
UNIT QUESTIONS - QUESTIONS - | QUESTION | NUMBER
NO NAME OF THE UNIT VSA SA S-LA OF
' (2 MARK (2 MARKS (4 MARKS QUESTIO
EACH) EACH) EACH) NS
4 Entrepreneurial Skills-1V 2 1 - 3
5 Green Skills-1V 2 1 - 3
TOTAL QUESTIONS 4 2 - 06
NO. OF QUESTIONS TO BE
ANSWERED Any 3 Any 1 - 04
TOTAL MARKS 3x1=3Marks | 1x2=2Marks - 05 Marks
PART B - SUBJECT SPECIFIC SKILLS (25 MARKYS):
NO. OF NO. OF NO. OF NO. OF TOTAL
UNIT QUESTIONS | QUESTIONS | QUESTIONS | QUESTIONS NUMBER
NO NAME OF THE UNIT - VSA — SA-1| —SA-Il -LA OF
: (1 MARK (2 MARKS (3 MARKS (4 MARKS | QUESTIONS
EACH) EACH) EACH) EACH)
4 Arranging Meetings 3 1 2 1 07
5 Travel Arrangement 2 2 1 1 06
6 Banking Services 2 2 1 1 06
TOTAL QUESTIONS 07 05 04 03 19
NO. OF QUESTIONS TO BE
ANSWERED 05 03 02 02 12
TOTAL 5x 1=05 3x2=06 2x3=06 2x4=08 25

TOTAL MARKS

5+ 25 =30 MARKS
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SAMPLE QUESTION PAPER FOR TERM - lI

Max. Time Allowed: 1 ¥ Hours (90 min) Max. Marks: 30
General Instructions:
1. Please read the instructions carefully
2. This Question Paper is divided into 03 sections, viz., Section A, Section B and Section C.
3. Section A is of 05 marks and has 06 questions on Employability Skills.
a) Questions numbers 1 to 4 are one mark questions. Attempt any three questions.
b) Questions numbers 05 and 06 are two marks questions. Attempt any one question.
4. Section B is of 17 marks and has 16 questions on Subject specific Skills.
a) Questions numbers 7 to 13 are one mark questions. Attempt any five questions.
b) Questions numbers 14 to 18 are two marks questions. Attempt any three questions.
c) Questions numbers 19 to 22 are three marks questions. Attempt any two questions
5. Section C is of 08 marks and has 03 competency-based questions.

a) Questions numbers 23 to 25 are four marks questions. Attempt any two questions.

6. Do as per the instructions given in the respective sections.

7. Marks allotted are mentioned against each section/question.

SECTION A (3 + 2 =5 marks)

Answer any 03 questions out of the given 04 questions 1x3=3
Define green economy.

Q1 W sreferaRen o \Hssy ? 1
Define green skills.

Q.2 T PIeT B FASIEY ? 1
What is entrepreneurship development?

Q3 Sefiar faer @ § ? 1
How will you define entrepreneurship?

Q.4 MY SUFAT BT DA FHAAGT ? 1

Answer any 01 question out of the given 02 questions 1x2=2

Mention three ways which make entrepreneurship beneficial for society.
Q5 TS & oIy Aree Safidr & 9 a¥id 9argy | 2

What are the aims of green economy?
Q.6 M 3refeqaRen &1 S a7 § ? 2




SECTION B (5+6+6=17 marks)

Answer any 05 questions out of the given 07 questions 1x5=5
What is meeting?
QT | o ot w8 7 1
What is notice?
Q8 AT AT BRI B P 1
0.9 What is resolution? 1
' HAohey fhd ded © 7
0.10 What do you understand by road travel ? 1
' ASH AT ¥ T AT § P
What is e-ticket?
QUL | s Rae g evh 2 2 1
. T
0.12 What is bank facility? 1

o gfaer @ el g ?

What is current account ?
Q.13 TTe], @I FT BT & 7 1

Answer any 03 questions out of the given 05 questions 2Xx3=6

How many types of meetings are there? Explain any two types of meetings.

i e I 2

0.15 What is foreign trip? Explain any two necessary documents for it. 5
’ facer am=n @ Bl § ? s foTU Smavye IS |1 SRdrdel fJaReT |fed 9asy |

0.16 Explain the process of railway ticket reservation. >
) N fedpe Rede= &1 ufear gy |

What are the two differences between savings account and current account?

Q.17 FIT T SR AT G H BIS T TR WL DI | 2

0.18 What is cross cheque? Explain by drawing a cross cheque. >
' X a% Fa7 BIAT § ° O 6] R By |

Answer any 02 questions out of the given 04 questions 3x2=6

0.19 Explain any three differences between motion and resolution. 3
' TG 3R HHed H BIg o AR WK PHINTY |

0.20 What work has to be done by a secretary during a meeting? Explain. 3

U ART BT 956 B SR BT I F BRI B B 7, WE P |

What arrangements have to be made by a secretary for the foreign travel of his officer?
Q.21 Explain. 3
% afta &Y 3 AfERY o fage I & oIy B9 B9 | ydy aRA B 8, WK BN |

What is cheque book? Explain any two types of cheques.

Q22 | o oo Pomt w7 0 A A @ AR PR o e | 3
SECTION C (2 x 4 = 8 marks)
(COMPETENCY BASED QUESTIONS)
Answer any 02 questions out of the given 03 questions
Meetings are organized from time to time in each organization. Prepare notice and
Q.23 agenda for an organization based on a fictional character. 4
) TE AT § G §HY TR 48 BT A BT 8 | HIedd Ul @ MER TR UH G & oy Fam aen
R TIR BIRTT |
A secretary has to go outside the organization with the officer for the meeting. So how will
Q.24 a secretary make hotel reservation for this? 4
' Afa B Jod & forg Aven | TEx JIVHER & AT S BaT 8 39 fo U |Afva ged SiRev {5 gerR
BN, WL BHITY |




Q.25

Nowadays bank facilities have become the need of every person, write the working
method of any two of the following facilities.
0] ATM Machine
(i) Bank lockers
(iii) Fixed deposit
(iv) Bank draft
3TThel 9 RAETY ev Afdd B Srovd 9 T © | e fdensit § 4 fe=di a1 @1 erifafer fRaw
0] RG]
(i) & it
(iii) ey s
(iv) 4% gTHe




