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1. Office environment should be: 1. PHIATT ATERT HaT B T ?

(A)  Healthy A ©
(B)  Noisy (B) M el
(C)  Diry € T
D)  Dark D)
2. Leave record is maintained to: 2. S RS | @ S 87
(A) Increase absence E:; m ;gﬁaﬂzr:ﬁﬁr S
(B) Track employees' leave @ 3 R
(C)  Delay work C ®™ I B f
0  Reduce staff D) FHAR HH FH B [T
3. Office management aims at: 3. FATA ST H B?«‘%W RIS
(A)  Conflict () e
(B)  Delay ®
(®) Smooth functioning ©) BEIN Fd
(D) Confusion ) o

4, A Secretary should have:

(A Anger A TE
(B)  Negligence B)  STEEYE
(C)  Carelessness (C)  YRart

D) Communication skills

5. Office planning is done:
(A)  Inadvance A T E
(B)  After work B) &M% &
(C)  Atyearend € &% A
(D)  Never 0 &
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6. A Diary in office is used to:
(A) Record daily events
(B) Draw pictures
(@) Play games

D) Store money

7. An interview is conducted for:

(A) Decoration
(B) Salary increase
(®) Selecting candidate
D) Cleaning
8. Office budget helps in:
(A) Overspending
(B) Financial planning
(9] Confusion
(D) Loss
9. Secretary should be:

(A) Careless

(B) Rude
(@) Efficient
D) Lazy

10. Office timings must be:

(A) Flexible always

(B) Fixed

(®) Ignored

(D) Random
A350401T-D/15
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1. Office planning helps in:
(A) Waste of resources
(B) Delay
(®) Proper use of resources
D) Conflict

12. A good secretary should be:
(A) Irregular
(B) Careless
(9] Lazy
(D) Punctual

13. Office discipline improves:
(A) Efficiency
(B) Delay
(9] Conflict
(D) Carelessness

14. Proper information helps in:
(A) Rumours
(B) Quick decision
(®) Delay
D) Confusion

15. Office automation reduces:
(A) Accuracy
(B) Speed
(®) Manual work
D) Efficiency
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16. Proper ventilation provides:
(A) Fresh air
(B) Heat
(@) Smoke
(D) Dust
17. An outward register records:
(A) Incoming mail
(B) Outgoing mail
(9] Salary
D) Attendance
18. Indexing helps in:
(A) Easy reference
(B) Confusion
€ Delay
(D) Loss
19. A Meeting Chairman:
(A) Cleans office
(B) Leads meeting
(@) Types letters
D) Serves tea
20. Office security protects:
(A) Files and property
(B) Garden
(®) Playground
(D) Market
A350401T-D/15

6

16.

17.

18.

19.

20.

Sfra dfeqs™ F Fo BT 87

(A) Ol g

B) T

©  gafl

o) o

ISege e § 7 o1 &iar &7
(A) I S

(B) STt S ST

©

0)  Suff

PRI e T Fl 87
(A)  ITEE "ed

B) #m

© 0

D)

o% FH AIF TN FAT &7
(A)  FEEE 9% B ©
(B) % I HARH BT o
(C) W TRY HX o

D) o™ T 2

P REIRe e @ S o
(A wEd AR qER

B)  wFiRm

€ & & HH

0) &R



21. Office supervision means:
(A) Ignoring staff
(B) Checking work regularly
(®) Closing office
(D) Reducing salary
22.  Anotice is used to:
(A) Inform employees
(B) Decorate office
(®) Sell goods
(D) Maintain stock
23. Office discipline helps in:
(A) Conflict
(B) Delay
(9] Smooth working
(D) Loss
24. A Circular letter is sent to:
(A) One person
(B) Many persons
(9] Manager only
D) Accountant
25. Filing cabinet is used for:
(A) Cooking
(B) Decoration
(®) Storing documents
D) Transport
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26.  Motivation increases: 26. YO T SOl 37

(A) Laziness (A) HTH
(B)  Productivity (B)  ScUIEehdl
© Absence C) aﬁqﬁm
()  Delay O
27. AReportis: 27. RO F; ??
(A)  Written information A o ge
(B)  Game B) T
(©)  Song ©
(D)  Advertisement 0)  fosoe
28.  Time management helps in: 28. W YO FREH HER &Y o
(A)  Wasting time A T e
(B)  Delay B
(C)  Proper planning © Sk dem
(D)  Loss D) =
29.  Office ethics means: 29. e A & oo §
(A)  Honesty (A)  FAFER
(B)  Fighting B) &I
(C)  Carelessness (C)  WIuEEl
(D)  Anger D) g
30. A good filing system should be: 30. U TSI WEIeHT FeeH el S =ifeu?
(A)  Complicated A S
(B)  Clear and simple (B) W AR WA
()  Hidden © fow gem
D)  Slow O g
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31. Office equipment includes:
(A) Chair and table
(B) Playground
(@) Garden
(D) Bus
32. Recruitment means:
(A) Dismissal
(B) Selection of employees
(®) Transfer
(D) Promotion
33. Office manual contains:
(A) Rules and procedures
(B) Songs
(®) Stories
D) Advertisement
34. Confidential information should be:
(A) Shared publicly
(B) Kept secret
(®) Ignored
(D) Destroyed
35. Office communication can be:
(A) Verbal and written
(B) Silent only
(®) Physical only
D) None of the above
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36. Record retention means:
(A) Destroying files
(B) Keeping records safely
(@) Selling files
D) Hiding documents
37. A memo is used for:
(A) Internal communication
(B) External sales
(®) Advertisement
D) Decoration
38. Good office environment increases:
(A) Stress
(B) Efficiency
(9] Conflict
(D) Noise
39. Attendance register records:
(A) Visitors
(B) Daily presence
(@) Salary
D) Stock
40. Office machine includes:
(A) Computer
(B) Car
€ Bike
(D) Tractor
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41. Office control helps to:
(A) Increase mistakes
(B) Achieve targets
(@) Delay work
D) Reduce efficiency
42. Proper filing increases:
(A) Delay
(B) Confusion
(®) Work speed
D) Errors
43. Office discipline requires:
(A) Ignoring rules
(B) Late coming
(®) Carelessness
D) Rule following
44, Office staff should be:
(A) Responsible
(B) Irregular
(®) Lazy
(D) Careless
45. A meeting notice must include:
(A) Salary details
(B) Date and time
(®) Leave record

D) Stock details
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46. Office layout should ensure:
(A) Noise
(B) Congestion
(@) Delay
D) Smooth movement
47. A good office system increases:
(A) Productivity
(B) Confusion
€ Delay
(D) Waste
48. Public relations help to:
(A) Increase complaints
(B) Improve image
(9] Create conflict
(D) Reduce goodwill
49. Teamwork helps to:
(A) Conflict
(B) Delay
(@) Work smoothly
D) Confusion
50. Office equipment should be:
(A) Broken
(B) Ignored
(®) Carelessly used
(D) Properly used
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51. Office records should be kept for:
(A) Future reference
(B) Decoration
(®) Entertainment
D) Personal use
92. A notice is used to:
(A) Pay salary
(B) Give official information
(®) Order goods
(D) Record attendance
53. Office automation includes:
(A) Manual work only
(B) Paper files only
(9] Use of computers
(D) Handwritten letters
54. A secretary should maintain:
(A) Carelessness
(B) Delay
(®) Negligence
D) Confidentiality
95. Attendance register is used to record:
(A) Employee presence
(B) Office expenses
(®) Visitor details
D) Stock
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96. Office supervision ensures:
(A) Carelessness
(B) Proper work
(®) Conflict
D) Irregularity
o7. A Receptionist mainly:
(A) Maintains accounts
(B) Handles stock
(®) Welcomes visitors
(D) Types letters
58. Record retention means:
(A) Immediate destruction
(B) Ignoring records
(®) Selling records
(D) Keeping records for a period
59. Office cleanliness improves:
(A) Work environment
(B) Iliness
(®) Delay
D) Confusion
60. A Tender is invited for:
(A) Meeting
(B) Purchasing goods
(®) Attendance
D) Leave approval
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61. Office management mainly deals with:

(A) Production
(B) Marketing
€ Administrative work
D) Transport

62. A Secretary is appointed to:
(A) Clean the office
(B) Assist the management
) Sell the goods
D) Drive the vehicle

63. Filing helps in:
(A) Easily finding the records
(B) Increasing confusion
C) Wasting time
D) Reducing staff

64. Agenda is prepared before:
(A) Salary payment

(B) Recruitment

C) Meeting
D) Audit
65. 'Minutes of Meeting' record:

(A) Attendance only
(B) Office timingd
) Visitor details

D) Decisions taken
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66. Office efficiency depends on: 66.
(A) Proper management
(B) Carelessness
€ Delay
(D) Lack of planning
67. Confidential documents should be handled  67.
by:
(A) Any visitor
(B) Authorized person
(®) New employee
D) Peon only
68. Office communication helps in: 68.
(A) Conflict
(B) Delay
(@) Coordination
D) Confusion
69. Office timings should be: 69.
(A) Random
(B) Ignored
(®) Flexible always
(D) Fixed
70. Good filing system saves: 70.
(A) Time
(B) Confusion
(®) Delay
D) Errors only
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1. Office communication should be:
(A) Confusing
(B) Delayed
(9] Clear
(D) Incomplete
72. A shredder is used for:
(A) Printing documents
(B) Scanning papers
(@) Filing records
D) Destroying papers
73. Office planning helps to:
(A) Achieve objectives
(B) Increase confusion
(®) Waste resources
D) Delay the work
74. Visitor register records:
(A) Salary
(B) Visitor details
(9] Stock
(D) Attendance
75. Office environment should be:
(A) Noisy
(B) Dirty
© Friendly
D) Dark
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76. Office budget helps to:
(A) Plan expenses
(B) Increase waste
(®) Reduce income
(D) Close office
7. Telephone etiquette means:
(A) Talking loudly
(B) Speaking politely
(®) Ignoring calls
(D) Disconnecting calls
78. Teamwork leads to:
(A) Conflict
(B) Delay
(®) Better performance
D) Confusion
79. Office safety measures help to:
(A) Increase risk
(B) Cause accidents
(®) Waste money
(D) Protect employees
80. A Diary records:
(A) Daily activities
(B) Salary
(9] Stock
(D) Visitor details
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81. Office correspondence includes:
(A) Telephone only
(B) Letters and e-mails
(®) Advertisement
D) Transport
82. Proper lighting in office increases:
(A) Delay
(B) Conflict
(9] Efficiency
(D) Noise
83. Delegation means:
(A) Giving authority
(B) Refusing work
(®) Closing the office
(D) Ignoring rules
84. An inward register records:
(A) Outgoing mail
(B) Incoming mail
(®) Salary
D) Stock
85. Office layout refers to:
(A) Decoration
(B) Furniture selling
(®) Machine repair
D) Arrangement of space
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86. Office manual contains:
(A) Personal notes
(B) Office rules
(9] Visitor names
(D) Salary list
87. Motivation of staff increases:
(A) Absenteeism
(B) Conflict
(@) Productivity
D) Delay
88. Office equipment should be:
(A) Ignored
(B) Damaged
(®) Unused
D) Well-maintained
89. Proper ventilation helps in:
(A) Healthy environment
(B) Noise
€ Delay
(D) Confusion
90. Office policy is:
(A) Personal decision
(B) Rule for working
(®) Holiday only
D) Salary list
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91. Office discipline means:
(A) Ignoring rules
(B) Following rules
(9] Coming late
(D) Avoiding work
92. A report is prepared to:
(A) Increase confusion
(B) Waste paper
(@) Provide information
D) Delaying work
93. Office furniture should be:
(A) Broken
(B) Very small
(®) Uncomfortable
D) Ergonomic
94. Indexing helps in:
(A) Easily file locating
(B) Increasing work
(®) Destroying files
(D) Delaying work
95. A Circular letter is sent to :
(A) One person
(B) Many persons
(®) Bank only

D) Government only
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96. Dispatch register is used for:
(A) Attendance
(B) Salary
(9] Stock
(D) Outgoing mail
97. Office stationery includes:
(A) Papers and pens
(B) Machines
(@) Vehicles
D) Furniture
98. Training improves:
(A) Errors
(B) Employees' skills
(9] Confusion
D) Delay
99. Office control means :
(A) Ignoring work
(B) Stopping work
(®) Monitoring work
(D) Delaying work
100. A notice board is used to:
(A) Store files
(B) Keep cash
(®) Record attendance
D) Display information
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Rough Work / % &M
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Example :
Question :

Q1 ® @ © ©
Q2 ® ® @ ©

Q3 ® @ © ©

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 invigilator.
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.

1. 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.
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