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1. Office layout should ensure:

(A) Noise

(B) Congestion

(C) Delay

(D) Smooth movement

2. A good office system increases:

(A) Productivity

(B) Confusion

(C) Delay

(D) Waste

3. Public relations help to:

(A) Increase complaints

(B) Improve image

(C) Create conflict

(D) Reduce goodwill

4. Teamwork helps to:

(A) Conflict

(B) Delay

(C) Work smoothly

(D) Confusion

5. Office equipment should be:

(A) Broken

(B) Ignored

(C) Carelessly used

(D) Properly used

1. dk;kZy; ysvkmV ls D;k lqfuf'pr gksuk

pkfg,\

(A) 'kksj

(B) HkhM+

(C) nsjh

(D) lqpk# vkokxeu

2. ,d vPNk dk;kZy; iz.kkyh D;k c<+krh gS\

(A) mRikndrk

(B) Hkze

(C) nsjh

(D) cckZnh

3. tulEidZ ls D;k gksrk gS\

(A) f'kdk;r c<+rh gS

(B) Nfo lq/kjrh gS

(C) fookn gksrk gS

(D) ln~Hkkouk de gksrh gS

4. VheodZ ls D;k gksrk gS\

(A) fookn

(B) nsjh

(C) dk;Z lqpk# gksrk gS

(D) Hkze

5. dk;kZy; midj.k dk dSlk gksuk pkfg,\

(A) VwVk gqvk

(B) utjvankt

(C) ykijokgh ls iz;qDr

(D) lgh rjhds ls iz;qDr

[P.T.O.]
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6. Office supervision means:

(A) Ignoring staff

(B) Checking work regularly

(C) Closing office

(D) Reducing salary

7. A notice is used to:

(A) Inform employees

(B) Decorate office

(C) Sell goods

(D) Maintain stock

8. Office discipline helps in:

(A) Conflict

(B) Delay

(C) Smooth working

(D) Loss

9. A Circular letter is sent to:

(A) One person

(B) Many persons

(C) Manager only

(D) Accountant

10. Filing cabinet is used for:

(A) Cooking

(B) Decoration

(C) Storing documents

(D) Transport

6. dk;kZy; i;Zos{k.k dk vFkZ gS %

(A) deZpkfj;ksa dks vuns[kk djuk

(B) dk;Z dh fu;fer tk¡p djuk

(C) dk;kZy; can djuk

(D) osru de djuk

7. uksfVl dk mi;ksx fdlfy, gksrk gS\

(A) deZpkfj;ksa dks lwpuk nsuk

(B) dk;kZy; ltkuk

(C) oLrq cspuk

(D) LVkWd j[kuk

8. dk;kZy; vuq'kklu ls D;k gksrk gS\

(A) fookn

(B) nsjh

(C) lqpk# dk;Z

(D) gkfu

9. ifji= fdls Hkstk tkrk gS\

(A) ,d O;fDr dks

(B) dbZ O;fDr;ksa dks

(C) dsoy izca/kd dks

(D) ys[kkdkj dks

10. Qkbfyax dSfcusV dk mi;ksx fdlfy, gksrk gS\

(A) [kkuk cukus ds fy,

(B) ltkoV ds fy,

(C) nLrkost j[kus ds fy,

(D) ifjogu ds fy,
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11. Record retention means:

(A) Destroying files

(B) Keeping records safely

(C) Selling files

(D) Hiding documents

12. A memo is used for:

(A) Internal communication

(B) External sales

(C) Advertisement

(D) Decoration

13. Good office environment increases:

(A) Stress

(B) Efficiency

(C) Conflict

(D) Noise

14. Attendance register records:

(A) Visitors

(B) Daily presence

(C) Salary

(D) Stock

15. Office machine includes:

(A) Computer

(B) Car

(C) Bike

(D) Tractor

11. vfHkys[k laj{k.k dk vFkZ gS %

(A) Qkby u"V djuk

(B) fjdkWMZ lqjf{kr j[kuk

(C) Qkby cspuk

(D) nLrkost Nqikuk

12. eseks dk mi;ksx fdlfy, gksrk gS\

(A) vkarfjd lapkj

(B) ckgjh fcØh

(C) foKkiu

(D) ltkoV

13. vPNk dk;kZy; okrkoj.k D;k c<+krk gS\

(A) ruko

(B) dk;Z {kerk

(C) fookn

(D) 'kksj

14. mifLFkfr jftLVj esa D;k ntZ gksrk gS\

(A) vkxarqd

(B) nSfud mifLFkfr

(C) osru

(D) LVkWd

15. dk;kZy; e'khu esa D;k 'kkfey gS\

(A) dEI;wVj

(B) dkj

(C) ckbd

(D) VªSDVj

[P.T.O.]
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16. Office planning helps in:

(A) Waste of resources

(B) Delay

(C) Proper use of resources

(D) Conflict

17. A good secretary should be:

(A) Irregular

(B) Careless

(C) Lazy

(D) Punctual

18. Office discipline improves:

(A) Efficiency

(B) Delay

(C) Conflict

(D) Carelessness

19. Proper information helps in:

(A) Rumours

(B) Quick decision

(C) Delay

(D) Confusion

20. Office automation reduces:

(A) Accuracy

(B) Speed

(C) Manual work

(D) Efficiency

16. dk;kZy; ;kstuk fdlesa enn djrh gS\

(A) lalk/kuksa dh cckZnh

(B) nsjh

(C) lalk/kuksa ds lgh mi;ksx esa

(D) fookn

17. ,d vPNk lfpo dSlk gksuk pkfg,\

(A) vfu;fer

(B) ykijokg

(C) vkylh

(D) le;fu"B

18. dk;kZy; vuq'kklu fdlesa lq/kkj gksrk gS\

(A) dk;Z{kerk

(B) nsjh

(C) fookn

(D) ykijokgh

19. lgh tkudkjh fdleas enn djrh gS\

(A) vQokg

(B) 'kh?kz fu.kZ;

(C) nsjh

(D) Hkze

20. dk;kZy; Lopkyu D;k dke djrk gS\

(A) lVhdrk

(B) xfr

(C) eSuqvy dk;Z

(D) dk;Z{kerk
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21. A Diary in office is used to:

(A) Record daily events

(B) Draw pictures

(C) Play games

(D) Store money

22. An interview is conducted for:

(A) Decoration

(B) Salary increase

(C) Selecting candidate

(D) Cleaning

23. Office budget helps in:

(A) Overspending

(B) Financial planning

(C) Confusion

(D) Loss

24. Secretary should be:

(A) Careless

(B) Rude

(C) Efficient

(D) Lazy

25. Office timings must be:

(A) Flexible always

(B) Fixed

(C) Ignored

(D) Random

21. dk;kZy; esa Mk;jh dk mi;ksx fdlfy, gksrk gS\

(A) nSfud ?kVuk,¡ ntZ djus ds fy,

(B) fp= cukus ds fy,

(C) [ksy [ksyus ds fy,

(D) iSlk j[kus ds fy,

22. lk{kkRdkj fdlfy, fd;k tkrk gS\

(A) ltkoV

(B) osru c<+kus ds fy,

(C) mEehnokj p;u

(D) lQkbZ

23. dk;kZy; ctV fdlesa lgk;rk djrk gS\

(A) vf/kd [kpZ

(B) foÙkh; ;kstuk

(C) Hkze

(D) gkfu

24. lfpo dSlk gksuk pkfg,\

(A) ykijokg

(B) :[kk

(C) dq'ky

(D) vkylh

25. dk;kZy; le; dSlk gksuk pkfg,\

(A) ges'kk yphyk

(B) fuf'pr

(C) vuns[kk

(D) vfu;fer
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26. Proper ventilation provides:

(A) Fresh air

(B) Heat

(C) Smoke

(D) Dust

27. An outward register records:

(A) Incoming mail

(B) Outgoing mail

(C) Salary

(D) Attendance

28. Indexing helps in:

(A) Easy reference

(B) Confusion

(C) Delay

(D) Loss

29. A Meeting Chairman:

(A) Cleans office

(B) Leads meeting

(C) Types letters

(D) Serves tea

30. Office security protects:

(A) Files and property

(B) Garden

(C) Playground

(D) Market

26. mfpr osafVys'ku D;k iznku djrk gS\

(A) rkth gok

(B) xehZ

(C) /kqvk¡

(D) /kwy

27. vkmVoMZ jftLVj eas D;k ntZ gksrk gS\

(A) izkIr Mkd

(B) Hksth xbZ Mkd

(C) osru

(D) mifLFkfr

28. vuqØe.k fdlesa lgk;rk djrk gS\

(A) vklku lnHkZ

(B) Hkze

(C) nsjh

(D) gkfu

29. cSBd dk v/;{k D;k djrk gS\

(A) dk;kZy; lkQ djrk gS

(B) cSBd dk lapkyu djrk gS

(C) i= Vkbi djrk gS

(D) pk; ijkslrk gS

30. dk;kZy; flD;ksfjVh fdldh j{kk djrh gS\

(A) Qkby vkSj lEifÙk

(B) cxhpk

(C) [ksy dk eSnku

(D) cktkj
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31. Office control helps to:

(A) Increase mistakes

(B) Achieve targets

(C) Delay work

(D) Reduce efficiency

32. Proper filing increases:

(A) Delay

(B) Confusion

(C) Work speed

(D) Errors

33. Office discipline requires:

(A) Ignoring rules

(B) Late coming

(C) Carelessness

(D) Rule following

34. Office staff should be:

(A) Responsible

(B) Irregular

(C) Lazy

(D) Careless

35. A meeting notice must include:

(A) Salary details

(B) Date and time

(C) Leave record

(D) Stock details

31. dk;kZy; fu;a=.k fdleas enn djrk gS\

(A) xyfr;k¡ c<+kus esa

(B) y{; izkIr djus esa

(C) dk;Z eas nsjh djus esa

(D) dk;Z{kerk de djus esa

32. lgh Qkbfyax ls D;k c<+rk gS\

(A) nsjh

(B) Hkze

(C) dk;Z dh xfr

(D) xyfr;k¡

33. dk;kZy; vuq'kklu ds fy, D;k vko';d gS\

(A) fu;eksa dh vuns[kh

(B) nsj ls vkuk

(C) ykijokgh

(D) fu;eksa dk ikyu

34. dk;kZy; deZpkfj;ksa dks dSlk gksuk pkfg,\

(A) ftEesnkj

(B) vfu;fer

(C) vkylh

(D) ykijokg

35. cSBd uksfVl esa D;k gksuk pkfg, \

(A) osru fooj.k

(B) frfFk vkSj le;

(C) vodk'k fjdkWMZ

(D) LVkWd fooj.k

[P.T.O.]
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36. Office equipment includes:

(A) Chair and table

(B) Playground

(C) Garden

(D) Bus

37. Recruitment means:

(A) Dismissal

(B) Selection of employees

(C) Transfer

(D) Promotion

38. Office manual contains:

(A) Rules and procedures

(B) Songs

(C) Stories

(D) Advertisement

39. Confidential information should be:

(A) Shared publicly

(B) Kept secret

(C) Ignored

(D) Destroyed

40. Office communication can be:

(A) Verbal and written

(B) Silent only

(C) Physical only

(D) None of the above

36. dk;kZy; midj.k esa D;k 'kkfey gS\

(A) dqlhZ vkSj est

(B) [ksy dk eSnku

(C) cxhpk

(D) cl

37. HkrhZ dk vFkZ gS %

(A) c[kkZLrxh

(B) deZpkfj;ksa dk p;u

(C) LFkkukUrj.k

(D) inksUufr

38. dk;kZy; eSuqvy esa D;k gksrk gS\

(A) fu;e vkSj izfØ;k,¡

(B) xhr

(C) dgkfu;k¡

(D) foKkiu

39. xksiuh; tkudkjh dks dSls j[kk tkuk pkfg,\

(A) lkoZtfud djuk

(B) xqIr j[kuk

(C) vuns[kk djuk

(D) u"V djuk

40. dk;kZy; lapkj fdl izdkj dk gks ldrk gS\

(A) eSf[kd vkSj fyf[kr

(B) dsoy ekSu

(C) dsoy 'kkjhfjd

(D) mijksDr eas ls dksbZ ugha
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41. Motivation increases:

(A) Laziness

(B) Productivity

(C) Absence

(D) Delay

42. A Report is :

(A) Written information

(B) Game

(C) Song

(D) Advertisement

43. Time management helps in:

(A) Wasting time

(B) Delay

(C) Proper planning

(D) Loss

44. Office ethics means:

(A) Honesty

(B) Fighting

(C) Carelessness

(D) Anger

45. A good filing system should be:

(A) Complicated

(B) Clear and simple

(C) Hidden

(D) Slow

41. izsj.kk D;k c<+krh gS\

(A) vkyL;

(B) mRikndrk

(C) vuqifLFkfr

(D) nsjh

42. fjiksVZ D;k gS\

(A) fyf[kr lwpuk

(B) [ksy

(C) xhr

(D) foKkiu

43. le; izcU/ku fdlesa lgk;rk djrk gS\

(A) le; cckZnh

(B) nsjh

(C) mfpr ;kstuk

(D) gkfu

44. dk;kZy; uSfrdrk dk vFkZ gS %

(A) bZekunkjh

(B) >xM+k

(C) ykijokgh

(D) Øks/k

45. ,d vPNk Qkbfyax flLVe dSlk gksuk pkfg,\

(A) tfVy

(B) Li"V vkSj ljy

(C) fNik gqvk

(D) /khek

[P.T.O.]
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46. Office environment should be:

(A) Healthy

(B) Noisy

(C) Dirty

(D) Dark

47. Leave record is maintained to:

(A) Increase absence

(B) Track employees' leave

(C) Delay work

(D) Reduce staff

48. Office management aims at:

(A) Conflict

(B) Delay

(C) Smooth functioning

(D) Confusion

49. A Secretary should have:

(A) Anger

(B) Negligence

(C) Carelessness

(D) Communication skills

50. Office planning is done:

(A) In advance

(B) After work

(C) At year end

(D) Never

46. dk;kZy; okrkoj.k dSlk gksuk pkfg,\

(A) LoLFk

(B) 'kksjxqy okyk

(C) xaank

(D) va/ksjk

47. vodk'k fjdkMZ D;ksa j[kk tkrk gS\

(A) vuqifLFkfr c<+kus ds fy,

(B) deZpkfj;ksa ds vodk'k dk fjdkWMZ

j[kus ds fy,

(C) dke esa nsjh ds fy,

(D) deZpkjh de djus ds fy,

48. dk;kZy; izcU/ku dk mn~ns'; D;k gS\

(A) fookn

(B) nsjh

(C) lqpk# dk;Z

(D) Hkze

49. lfpo esa D;k gksuk pkfg,\

(A) xqLlk

(B) vlko/kkuh

(C) ykijokgh

(D) lapkj dkS'ky

50. dk;kZy; ;kstuk dc cukbZ tkrh gS\

(A) igys ls

(B) dke ds ckn

(C) o"kZ ds var esa

(D) dHkh ugha
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51. Office discipline means:

(A) Ignoring rules

(B) Following rules

(C) Coming late

(D) Avoiding work

52. A report is prepared to:

(A) Increase confusion

(B) Waste paper

(C) Provide information

(D) Delaying work

53. Office furniture should be:

(A) Broken

(B) Very small

(C) Uncomfortable

(D) Ergonomic

54. Indexing helps in:

(A) Easily file locating

(B) Increasing work

(C) Destroying files

(D) Delaying work

55. A Circular letter is sent to :

(A) One person

(B) Many persons

(C) Bank only

(D) Government only

51. dk;kZy; vuq'kklu dk vFkZ gS %

(A) fu;eksa dh vuns[kh

(B) fu;eksa dk ikyu

(C) nsj ls vkuk

(D) dke ls cpuk

52. fjiksVZ D;ksa rS;kj dh tkrh gS\

(A) Hkze c<+kus ds fy,

(B) dkxt cckZn djus ds fy,

(C) tkudkjh nsus ds fy,

(D) dke esa nsjh ds fy,

53. dk;kZy; dk QuhZpj dSlk gksuk pkfg,\

(A) VwVk gqvk

(B) cgqr NksVk

(C) vlqfo/kktud

(D) vkjkenk;d

54. baMsfDlax fdlesa enn djrh gS\

(A) Qkby vklkuh ls <wa<+us esa

(B) dke c<+kus esa

(C) Qkby u"V djus esa

(D) dke esa nsjh djus esa

55. ifji= fdls Hkstk tkrk gS\

(A) ,d O;fDr dks

(B) dbZ O;fDr;ksa dks

(C) dsoy cSad dks

(D) dsoy ljdkj dks

[P.T.O.]
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56. Office management mainly deals with:

(A) Production

(B) Marketing

(C) Administrative work

(D) Transport

57. A Secretary is appointed to:

(A) Clean the office

(B) Assist the management

(C) Sell the goods

(D) Drive the vehicle

58. Filing helps in:

(A) Easily finding the records

(B) Increasing confusion

(C) Wasting time

(D) Reducing staff

59. Agenda is prepared before:

(A) Salary payment

(B) Recruitment

(C) Meeting

(D) Audit

60. 'Minutes of Meeting' record:

(A) Attendance only

(B) Office timingd

(C) Visitor details

(D) Decisions taken

56. dk;kZy; izcU/ku eq[; :i ls fdlls lEcfUËkr

gS\

(A) mRiknu

(B) foi.ku

(C) iz'kklfud dk;Z

(D) ifjogu

57. lfpo dh fu;qfDr fdlfy, dh tkrh gS\

(A) dk;kZy; lkQ djuk

(B) izca/ku dh lgk;rk djuk

(C) oLrq cspuk

(D) okgu pykuk

58. Qkbfyax fdlesa lgk;rk djrh gS\

(A) fjdkWMZ vklkuh ls <wa<+us esa

(B) Hkze c<+kus esa

(C) le; cckZn djus esa

(D) deZpkjh ?kVkus esa

59. ,tsaMk dc rS;kj fd;k tkrk gS\

(A) osru Hkqxrku ls igys

(B) HkrhZ ls igys

(C) cSBd ls igys

(D) vkWfMV ls igys

60. ^cSBd dh dk;Zokgh* esa D;k ntZ gksrk gS\

(A) dsoy mifLFkfr

(B) dk;kZy; le;

(C) vkxarqd fooj.k

(D) fy, x;s fu.kZ;
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61. Office supervision ensures:

(A) Carelessness

(B) Proper work

(C) Conflict

(D) Irregularity

62. A Receptionist mainly:

(A) Maintains accounts

(B) Handles stock

(C) Welcomes visitors

(D) Types letters

63. Record retention means:

(A) Immediate destruction

(B) Ignoring records

(C) Selling records

(D) Keeping records for a period

64. Office cleanliness improves:

(A) Work environment

(B) Illness

(C) Delay

(D) Confusion

65. A Tender is invited for:

(A) Meeting

(B) Purchasing goods

(C) Attendance

(D) Leave approval

61. dk;kZy; i;Zos{k.k ls D;k lqfuf'pr gksrk gS\

(A) ykijokgh

(B) lgh dk;Z

(C) fookn

(D) vfu;ferrk

62. fjlsI'kfuLV dk eq[; dk;Z D;k gS\

(A) ys[kk laHkkyuk

(B) LVkWd laHkkyuk

(C) vkxarqdksa dk Lokxr djuk

(D) i= Vkbi djuk

63. fjdkWMZ laj{k.k dk vFkZ gS %

(A) rqjar u"V djuk

(B) fjdkWMZ dks utjvankt djuk

(C) fjdkWMZ cspuk

(D) fuf'pr le; rd fjdkWMZ j[kuk

64. dk;kZy; dh LoPNrk ls fdlesa lq/kkj gksrk gS\

(A) dk;Z okrkoj.k

(B) chekjh

(C) nsjh

(D) Hkze

65. fufonk fdlfy, vkeaf=r dh tkrh gS\

(A) cSBd

(B) lkeku [kjhnus ds fy,

(C) mifLFkfr

(D) vodk'k Lohd`fr

[P.T.O.]
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66. Office budget helps to:

(A) Plan expenses

(B) Increase waste

(C) Reduce income

(D) Close office

67. Telephone etiquette means:

(A) Talking loudly

(B) Speaking politely

(C) Ignoring calls

(D) Disconnecting calls

68. Teamwork leads to:

(A) Conflict

(B) Delay

(C) Better performance

(D) Confusion

69. Office safety measures help to:

(A) Increase risk

(B) Cause accidents

(C) Waste money

(D) Protect employees

70. A Diary records:

(A) Daily activities

(B) Salary

(C) Stock

(D) Visitor details

66. dk;kZy; ctV fdlesa enn djrk gS\

(A) [kpZ dh ;kstuk cukus esa

(B) cckZnh c<+kus esa

(C) vk; de djus esa

(D) dk;kZy; can djus esa

67. VsyhQksu f'k"Vkpkj dk vFkZ gS %

(A) tksj ls ckr djuk

(B) fouezrk ls ckr djuk

(C) dkWy utjvankt djuk

(D) dkWy dkV nsuk

68. VheodZ ls D;k gksrk gS\

(A) fookn

(B) nsjh

(C) csgrj izn'kZu

(D) Hkze

69. dk;kZy; lqj{kk mik; fdlesa enn djrs gSa\

(A) tksf[ke c<+kus esa

(B) nq?kZVuk djus esa

(C) iSlk cckZn djus esa

(D) deZpkfj;ksa dh lqj{kk esa

70. Mk;jh esa D;k ntZ fd;k tkrk gS\

(A) nSfud dk;Z

(B) osru

(C) LVkWd

(D) vkxarqd fooj.k
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71. Office correspondence includes:

(A) Telephone only

(B) Letters and e-mails

(C) Advertisement

(D) Transport

72. Proper lighting in office increases:

(A) Delay

(B) Conflict

(C) Efficiency

(D) Noise

73. Delegation means:

(A) Giving authority

(B) Refusing work

(C) Closing the office

(D) Ignoring rules

74. An inward register records:

(A) Outgoing mail

(B) Incoming mail

(C) Salary

(D) Stock

75. Office layout refers to:

(A) Decoration

(B) Furniture selling

(C) Machine repair

(D) Arrangement of space

71. dk;kZy; i=kpkj esa D;k 'kkfey gS\

(A) dsoy VsyhQksu

(B) i= vkSj bZ&esy

(C) foKkiu

(D) ifjogu

72. dk;kZy; esa mfpr izdk'k ls D;k c<+rk gS\

(A) nsjh

(B) fookn

(C) dk;Z{kerk

(D) 'kksj

73. izR;k;kstu dk vFkZ gS %

(A) vf/kdkj lkSaiuk

(B) dke ls badkj djuk

(C) dk;kZy; can djuk

(D) fu;eksa dks ut+jvankt djuk

74. buoMZ jftLVj esa D;k ntZ gksrk gS\

(A) Hksth xbZ Mkd

(B) izkIr Mkd

(C) osru

(D) LVkWd

75. dk;kZy; ysvkmV dk vFkZ gS %

(A) ltkoV

(B) QuhZpj fcØh

(C) e'khu ejEer

(D) LFkku dh O;oLFkk

[P.T.O.]
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76. Office manual contains:

(A) Personal notes

(B) Office rules

(C) Visitor names

(D) Salary list

77. Motivation of staff increases:

(A) Absenteeism

(B) Conflict

(C) Productivity

(D) Delay

78. Office equipment should be:

(A) Ignored

(B) Damaged

(C) Unused

(D) Well-maintained

79. Proper ventilation helps in:

(A) Healthy environment

(B) Noise

(C) Delay

(D) Confusion

80. Office policy is:

(A) Personal decision

(B) Rule for working

(C) Holiday only

(D) Salary list

76. dk;kZy; eSuqvy esa D;k gksrk gS\

(A) O;fDrxr uksV~l

(B) dk;kZy; fu;e

(C) vkxarqd uke

(D) osru lwph

77. deZpkfj;ksa dks izsfjr djus ls D;k c<+rk gS\

(A) vuqifLFkfr

(B) fookn

(C) mRikndrk

(D) nsjh

78. dk;kZy; midj.k dSls gksus pkfg, \

(A) utjvankt

(B) [kjkc

(C) mi;ksx u fd, gq,

(D) vPNh rjg j[k&j[kko fd, gq,

79. mfpr osafVys'ku lgk;d gksrk gS%

(A) LoLFk okrkoj.k esa

(B) 'kksj esa

(C) nsjh esa

(D) Hkze esa

80. dk;kZy; uhfr D;k gksrh gS\

(A) O;fDrxr fu.kZ;

(B) dk;Z djus ds fu;e

(C) dsoy vodk'k

(D) osru lwph
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81. Office communication should be:

(A) Confusing

(B) Delayed

(C) Clear

(D) Incomplete

82. A shredder is used for:

(A) Printing documents

(B) Scanning papers

(C) Filing records

(D) Destroying papers

83. Office planning helps to:

(A) Achieve objectives

(B) Increase confusion

(C) Waste resources

(D) Delay the work

84. Visitor register records:

(A) Salary

(B) Visitor details

(C) Stock

(D) Attendance

85. Office environment should be:

(A) Noisy

(B) Dirty

(C) Friendly

(D) Dark

81. dk;kZy; lapkj dSlk gksuk pkfg, \

(A) Hkzfer djus okyk

(B) foyfEcr

(C) Li"V

(D) v/kwjk

82. JsMj dk mi;ksx fdlfy, fd;k tkrk gS\

(A) nLrkost fizaV djus ds fy,

(B) dkxt LdSu djus ds fy,

(C) fjdkWMZ Qkby djus ds fy,

(D) dkxt u"V djus ds fy,

83. dk;kZy; ;kstuk fdlesa enn djrh gS\

(A) mn~ns';ksa dh izkfIr esa

(B) Hkze c<+kus esa

(C) lalk/kuksa dh cckZnh esa

(D) dke esa nsjh djus esa

84. foftVj jftLVj esa D;k ntZ gksrk gS\

(A) osru

(B) vkxarqd fooj.k

(C) LVkWd

(D) mifLFkfr

85. dk;kZy; dk okrkoj.k dSlk gksuk pkfg, \

(A) 'kksjxqy okyk

(B) xank

(C) eS=hiw.kZ

(D) va/ksjk
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86. Office records should be kept for:

(A) Future reference

(B) Decoration

(C) Entertainment

(D) Personal use

87. A notice is used to:

(A) Pay salary

(B) Give official information

(C) Order goods

(D) Record attendance

88. Office automation includes:

(A) Manual work only

(B) Paper files only

(C) Use of computers

(D) Handwritten letters

89. A secretary should maintain:

(A) Carelessness

(B) Delay

(C) Negligence

(D) Confidentiality

90. Attendance register is used to record:

(A) Employee presence

(B) Office expenses

(C) Visitor details

(D) Stock

86. dk;kZy; fjdkWMZ fdlfy, j[ks tkrs gSa\

(A) Hkfo"; ds lanHkZ ds fy,

(B) ltkoV ds fy,

(C) euksjatu ds fy,

(D) O;fDrxr mi;ksx ds fy,

87. uksfVl dk mi;ksx fdlfy, fd;k tkrk gS\

(A) osru nsus ds fy,

(B) vkf/kdkfjd lwpuk nsus ds fy,

(C) lkeku eaxkus ds fy,

(D) mifLFkfr ntZ djus ds fy,

88. dk;kZy; Lopkyu esa D;k 'kkfey gS\

(A) dsoy eSuqvy dk;Z

(B) dsoy dkxth Qkbysa

(C) dEI;wVj dk mi;ksx

(D) gLrfyf[kr i=

89. lfpo dks D;k cuk, j[kuk pkfg,\

(A) ykijokgh

(B) nsjh

(C) vlko/kkuh

(D) xksiuh;rk

90. mifLFkfr jftLVj esa D;k ntZ gksrk gS\

(A) deZpkfj;ksa dh mifLFkfr

(B) dk;kZy; [kpZ

(C) vkxarqd fooj.k

(D) LVkWd
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91. Dispatch register is used for:

(A) Attendance

(B) Salary

(C) Stock

(D) Outgoing mail

92. Office stationery includes:

(A) Papers and pens

(B) Machines

(C) Vehicles

(D) Furniture

93. Training improves:

(A) Errors

(B) Employees' skills

(C) Confusion

(D) Delay

94. Office control means :

(A) Ignoring work

(B) Stopping work

(C) Monitoring work

(D) Delaying work

95. A notice board is used to:

(A) Store files

(B) Keep cash

(C) Record attendance

(D) Display information

91. fMLiSp jftLVj dk mi;ksx fdlfy, gksrk gS\

(A) mifLFkfr

(B) osru

(C) LVkWd

(D) Hksth xbZ Mkd

92. dk;kZy; LVs'kujh esa D;k 'kkfey gS\

(A) dkxt vkSj isu

(B) e'khusa

(C) okgu

(D) QuhZpj

93. izf'k{k.k ls fdlesa lq/kkj gksrk gS\

(A) xyfr;ksa esa

(B) deZpkfj;ksa ds dkS'ky esa

(C) Hkze esa

(D) nsjh esa

94. dk;kZy; fu;a=.k dk vFkZ gS %

(A) dke dks utjvankt djuk

(B) dke jksduk

(C) dk;Z dh fuxjkuh

(D) dke esa nsjh

95. uksfVl cksMZ dk mi;ksx fdlfy, fd;k tkrk

gS\

(A) Qkby j[kus ds fy,

(B) udn j[kus ds fy,

(C) mifLFkfr ntZ djus ds fy,

(D) lwpuk iznf'kZr djus ds fy,

[P.T.O.]
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96. Office efficiency depends on:

(A) Proper management

(B) Carelessness

(C) Delay

(D) Lack of planning

97. Confidential documents should be handled

by:

(A) Any visitor

(B) Authorized person

(C) New employee

(D) Peon only

98. Office communication helps in:

(A) Conflict

(B) Delay

(C) Coordination

(D) Confusion

99. Office timings should be:

(A) Random

(B) Ignored

(C) Flexible always

(D) Fixed

100. Good filing system saves:

(A) Time

(B) Confusion

(C) Delay

(D) Errors only

96. dk;kZy; dh dk;Z{kerk fdl ij fuHkZj djrh gS\

(A) mfpr izcU/ku

(B) ykijokgh

(C) nsjh

(D) ;kstuk esa deh

97. xksiuh; nLrkost fdlds }kjk laHkkys tkus

pkfg,\

(A) dksbZ Hkh vkaxrqd

(B) vf/kd`r O;fDr

(C) u;k deZpkjh

(D) dsoy pijklh

98. dk;kZy; lapkj fdlesa enn djrk gS\

(A) fookn

(B) nsjh

(C) leUo;

(D) Hkze

99. dk;kZy; le; dSlk gksuk pkfg,\

(A) ;knf̀PNd

(B) utjvankt

(C) ges'kk yphyk

(D) fuf'pr

100. vPNh Qkbfyax iz.kkyh D;k cpkrh gS\

(A) le;

(B) Hkze

(C) nsjh

(D) dsoy xyfr;k¡
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Rough Work @ jQ dk;Z



Example :

Question :

Q.1

Q.2

Q.3

5. Each question carries equal marks.
Marks will be awarded according to the
number of correct answers you have.

6. All answers are to be given on OMR
Answer Sheet only. Answers given
anywhere other than the place specified
in the answer sheet will not be
considered valid.

7. Before writing anything on the OMR
Answer Sheet, all the instructions given
in it should be read carefully.

8. After the completion of the examination,
candidates should leave the examination
hall only after providing their OMR
Answer Sheet to the invigi lator.
Candidate can carry their Question
Booklet.

9. There will be no negative marking.

10. Rough work, if any, should be done on
the blank pages provided for the purpose
in the booklet.

11. To bring and use of log-book, calculator,
pager & cellular phone in examination
hall is prohibited.

12. In case of any difference found in English
and Hindi version of the question, the
English version of the question will be
held authentic.

Impt. On opening the question booklet,
first check that all the pages of the question
booklet are printed properly. If there is any
discrepancy in the question Booklet, then
after showing it to the invigilator, get another
question Booklet of the same series.

mnkgj.k %

iz'u %

iz'u 1

iz'u 2

iz'u 3

5. izR;sd iz'u ds vad leku gSaA vkids ftrus mÙkj
lgh gksaxs] mUgha ds vuqlkj vad iznku fd;s tk;saxsA

6. lHkh mÙkj dsoy vks0,e0vkj0 mÙkj&i=d
(OMR Answer Sheet) ij gh fn;s tkus gSaA
mÙkj&i=d esa fu/kkZfjr LFkku ds vykok vU;=
dgha ij fn;k x;k mÙkj ekU; ugha gksxkA

7. vks0,e0vkj0 mÙkj&i=d (OMR Answer

Sheet) ij dqN Hkh fy[kus ls iwoZ mlesa fn;s x;s
lHkh vuqns'kksa dks lko/kkuhiwoZd i<+ fy;k tk;sA

8. ijh{kk lekfIr ds mijkUr ijh{kkFkhZ d{k fujh{kd

dks viuh OMR Answer Sheet miyC/k djkus

ds ckn gh ijh{kk d{k ls izLFkku djsaA ijh{kkFkhZ

vius lkFk iz'u&iqfLrdk ys tk ldrs gSaA

9. fuxsfVo ekfdZax ugha gSA

10. dksbZ Hkh jQ dk;Z] iz'u&iqfLrdk esa] jQ&dk;Z ds
fy, fn, [kkyh ist ij gh fd;k tkuk pkfg,A

11. ijh{kk&d{k esa ykWx&cqd] dSYdqysVj] istj rFkk lsY;qyj
Qksu ys tkuk rFkk mldk mi;ksx djuk oftZr gSA

12. iz'u ds fgUnh ,oa vaxzsth :ikUrj.k esa fHkUurk gksus

dh n'kk esa iz'u dk vaxzsth :ikUrj.k gh ekU;

gksxkA
egRoiw.kZ% iz'uiqfLrdk [kksyus ij izFker% tk¡p dj
ns[k ysa fd iz'uiqfLrdk ds lHkh i`"B HkyhHkk¡fr Nis
gq, gS aA ;fn iz'uiq fLrdk es a dk sbZ deh gk s ] rk s
d{kfujh{kd dk s fn[kkdj mlh fljht dh nwljh
iz'uiqfLrdk izkIr dj ysaA

A C D

A D

A C D

B

A C D

A D

A C D

B


