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Secretarial Assistant Code Level 1

Q 1) Which among the following is the correct description of e-mail?/ Fofafea d g @ g-ﬁﬁ CARHACERYI %
?

1) Electronic mail/ Wﬁ?ﬁ Ad
2) Executive mail/ Qa%aqi%‘cl ad

3) Express mail/

4) Exclusive mail/ Q?Haﬁﬁla o

Q 2) Which among the following operations are performed by computer?/ fFafafed 7 9 o I sifReA W
ERIEYSI

1) Arithmetic/ 70T

2) Logical/ afbe

3) Storage/ HERUT

4) All of the above/ Sugad Tt

Q 3) Which among the following port is used to attach pen drives?/ FEfIRIT & & ®1F 11 UIE O g18a HI
T & forg T o ST § 2

1) USB/ gudsl
2) VG dicftams

3) RJ-47/ 3RS - 47
4) None of the above/ I H I B e

Q 4) Which among the following is an output device?/ m AT Uh 33cYc %Tﬂ%?{ % ?

1) Scanner/ TR

2) Keyboard/ DS
3) Mouse/ HISHH

4) Monitor/ AeR

Q 5) Which among the following is not a type of printer?/ fFafafea #  oH e &t Uh PR q’tﬂ% ?

1) Inkjet/ SHOIC

2) Laser/ GEN

3) Dot-matrix/ ﬁ?-ﬁﬁaﬂ

4) All of the above/ B’Cr%jaa it

Q 6) Which among the following tool is used to create and combine many names and addresses so as to send

multiple email conveniently in MS word?/ ﬁ'ﬁﬁ"r@ﬁ T3 fryg [S§cal TR THIY ge o ggd J =31 qUT Ut
DI GioTd TUT THH HR% 98 5-9d &I gfa

1) Database management/ STCT S{ STIREUT
2) Mail merge/ o faaa

3) Form letters/ U FIR BT

4) Document formatting/ G&ITAgT W= T0]

Q 7) Which among the following is the main use of MS Word?/ fafeiad & § o1 wiuy a8 &1 Ui IuaT §
?

1) Maintaining account records/ T Reprs &t STREUT

2) Conduct search in media center/ ST &g W G HAT
3) Keep record of inventory/ aﬁﬁiﬂ o1 RepTs TG

4) Writing a story/ CRIRNEERI

Q 8) Which among the following well describes gutter margin?/ frafafed & @ o1 TR 1o &1 98t UeR 9
SRS Bl &
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1) Margin added to the left while printing/ J&UT & qHg Eﬂg 3R A \_rh?FIT

2) Margin added to the right while printing/ &0l & g EI% 3R Ao \_rh?FIT

3) Margin added to the top while printing/ &UT & JHT HW BT 3R Ao \_Ihg:ﬂ
4) Margin added to the bottom while printing/ Ul & gy i @t 3R AIfcl \_Sh?'::ﬂ

Q 9) Which among the following is used to access the commonly used commands and tools?/ fFofafead g

forepT TERT 3THAR TR T 819 aTeh HHTS 9T oo & forg e ST § 2

1) Title bar/ TN IR

2) Menu bar/ ﬁ:,_[aﬂ

3) Status bar/ LY TR
4) Tool bar/ g1 AR

Q 10) Which among the following is the keyboard shortcut to print a document?/ AT H@_d A & forg

foferiad & T frg #1-a1S Qiddhe &1 UanT fpar Srar g 2

1) Ctrl + M/ $eldd + W0
2) Ctrl + P/ herd + UF

3) Ctrl + N/ &gid + T
4) Ctrl + O/ &eId + 3f1

Q 11) Which among the following formatting is available in AutoFormat dialog box?/ i) pRIe feaman

siag B Rufifad 8 § &9 91 BRAC Juas g 2

1) Number formatting/ TRSAT W07
2) Border formatting/ TS WS
3) Font formatting/ i W&

4) All of the above/ SUgad T+t

Q 12) On which among the following conditions are applied in conditional formatting?/ franeg wHfeT o

fFrofofed & 9 9 I =1d s ol § 2

1) Cell/ T

2) Formula/ q?lﬁﬁ'[

3) Both 1 and 2/ 1 3R 2 &A1

4) None of the above/ RENCLEE:] ﬁ_g '_‘%3[

Q 13) Which among the following symbol is used to input formula in MS Excel?/ THETH T d 21Y9c qv—\ﬁ:if’ﬂ
& fo e & @ & 91 udie T fovan S & 2

1)$
2)&
3)#
4)=

Q 14) Which among the following is used to access the previous cell in a range?/ foferiad & 9 forgest gam
&7 ¥ Mod Ja o Uga & o fpar o g 2

1) Alt key/ 3{TeT Bt
2) Tab/ &

3) Enter/ TcR
4) None of the above/ SR & I ﬁ?ﬁ I8!

Q 15) Tab scroll bars are located in which among the following part of the Excel document?/ I TP TR TR

S & Faffed 3 3 g um A gl 8 2

1) Top right corner/ 3URT El'q\fm

2) Bottom right corner/ ﬁﬂ?ﬂ T BT
3) Top left corner/ SR am‘faoﬁm

4) Bottom left corner/ fa ST HIAT
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Q 16) Which among the following is not available on the outline panel when a blank file is opened in MS
PowerPoint?/ S8 THTH UTR Ulsc # U @Iel BIsd @idil Sl § a9l 33edrs U-d W Hafarad § 3 &
YA eI BIT § 2

1) Slides/ &IgSH
2) Outlines/ HT3 TS
3) Notes/ Icd

4) None of the above/ SR & I ﬁ's‘ EG

Q 17) Which among the following is not available in slide layout?/ fAgfofea o O 791 9188 Weiee IR Iuasy
. %_ 9

1) List/ &t
2) Chart/ dTé
3) Titles/ XTh

4) Animations/ Q:ﬁﬁ'f{l:l

Q 18) Which among the following is main application of MS PowerPoint?/ frofaRed & & Fa1 THUY UTaR dise
BT I T § 2

1) Corporate presentations/ HIARC EIWUT
2) Board meetings/ :

3) Sales pitch/ I U

4) All of the above/ STgad Tt

Q 19) Which among the following has all main controls in the presentation?/ fFofafea o 3 fooaw Elﬂ?ﬂWUT &
it e fan € 2

1) Task bar/ €[ IR

2) Task pane/ CIXh q

3) Control panel/ Eb_@?f 99

4) None of the above/ RENCLEE:] aﬁ‘gf qﬁf

Q 20) Which among the following is not available in task pane?/ FrafaRed & O o1 e o9 § Iuas :IE?[% ?

1) Master slide/ HH WIS
2) Slide layout/ WSS WSM3ICT

3) Slide design/ IS S KCIED!
4) Slide transition/ T3S HehTHUT

Q 21) Which among the following is not a part of communication process?/ fgferaa o 4 T SR uftear &1

HRTAEI g 2

1) Coding/ HhTaam0T

2) Decoding/ SITRSHAT hRAT
3) Encoding/ &< a

4) Reference/ e

Q 22) Which among term is used to refer the unnecessary external disturbance that occurs in communication

proce%s?/wmﬁmaﬁmmﬁéﬁa@mmaﬁasﬁuﬁg%@aﬁﬁmeﬁmmm
SIATg 2

1) Noise/ R

2) Feedback/ Bis I
3) Encoding/ &< a
4) Translation/ 3fdIq

Q 23) Which among the following term is used to refer Message in communication process?/ JeRUl gfeear o

e & fore Fufefad 9 o o o1 yah fasar s g 2
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1) Media/ HifST
2) Tools/ ¢

3) Entities/ TIT3
4) Functions/

Q 24) HTML is used to create which among the following?/ fgfofea o 9 foger BNE P & forg
TICTTHTS BT TART 35T STl & 2

1) Machine language program/ =il v i
2) Mobile application/

3) Web page/ a9 gy

4) Webserver/ 9 TR

Q 25) Which among the following is a correct form of email address?/ g A d e _Sc-ﬁ?f Qéﬂ CARIE]
PR E ?

1) rocket@sigmail.com/
2) sigmil@rocket@com
3) com.sigmail@rocket
4) rocketsigmail.com

Q 26) Which among the following term is used to refer to the transfer of files already on the email to the personal
computer/ E@g?ﬁ%ﬁﬁﬁ%ﬁﬁéﬁ&ﬁﬂ%%&ﬂ%mwﬂﬁaﬁwﬁeﬁ
fFafafea g M

1) Upload/ TS

2) Download/ ISHAAS
3) Forward/ BRAS

4) Compress/ HU

Q 27) Which among the following is the correct description of IP?/ FEfeREa & & aam M &1 Tt faavur g9

1) Internet Protocol/ S?ﬁ?_' PIEEI

2) Internet Provider/ W Ueldl

3) Internet Processor/ 3?@? Jo[R3Reny

4) None of the above/ SR H Y ﬁs‘ '_‘r&ﬁ

Q 28) Which among the following component of MS Word is known as Portrait ?/ THETY g8 & Fufafea o g
DI Y °eh B Ulce & ATH I T ST § 2

1) Page margins/ J§ sl

2) Page orientation/ J¥ o

3) Page color/ § T T

4) None of the above/ SR H A aﬁ_ﬁ; '_ﬁ:f

Q 29) Which among the following is the use of F12 in MS Word?/ THIH gs TH12 DT man fFufafad #
FAR?

1) Closing MS Word/ THUY T8 &1 8¢ Bl

2) Prompting Save As dialog box/ fSare Sl & =0 ¥a BT
3) Prompting Save dialog box/ T aie 1 9d HAT

4) Prompting Open Dialog box/ @@f fEareT afed &1 Uad=

Q 30) In which among the following view Header and Footer is visible in MS Word?/ THTH gs ¥ fAgfofaa o
Y fradl BeR qur per g g B 2

1) Normal view/ HTHI D]

2) Print layout view/ H_S?UT Wam3e g=fF
3) Page layout view/ Y8 SRR
4) All of the above/ SUYad Tt
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Q31) Whic%h among the following protocol is used in internet?/ fafafaa 4 ¥ fog Uiciold &1 WM $ex-c 8
foparSeae 2

1) HTTP/ TaidTdt

2) DCHP/

3) FTP/ TWHeTd!

4) All of the above/ G'CPEET‘-H gt

Q 32) Which among the following network connection method is used in small offices/ B Hrataa §

fafafed & 4 ford Yo siie ard dic &1 JaI fam S & 2

1) LAN/ &9
2) MAN/ B9
3) WAN/ 391

4) All of the above/ IUgad T+t

Q 33) Which among the following term is used when two people coincidently book the same room in a hotel?/

T BIcd § U HIR DI 919 &l i Th 1Y § B © I (HHiad J I o7 65l STl § 2

1) Double Occupancy/ G-l STRTHRT

2) Multiple occupancy/ 9g ST

3) Two bedding/ & foReR

4) None of the above/ SR H A aﬂ‘a‘ '_‘rbp[

Q 34) Which among the following term is used for group of same hotels in multiple places of the country?/ iR

Tt =il R T 99 & gied & fa Aafared & 9 fewe van fear S g 2

1) Hotel group/ gled e
2) Hotel Chain/ Eﬁ?ﬁ %p[

3) Hotel hub/ Bled 89
4) None of the above/ SRIEd Y ﬁ'ﬁc T8l

Q 35) Who among the following is responsible for the food in a hotel?/ BEINICRE R glea ¥ @H & forg
LN

1) Reception/ XNTd h &l
2) Housekeeping/ 8139 HIUT
3) Canteen/

4) None of the above/ IWIad § IV B et

Q 36) Which among the following is the main duty of a Front Desk Executive?/ BEINIEERE R Il U&h e S
R sy s §

1) Checking in/ AIRCKI|

2) Exchanging messages/ ez fafmg

3) Solving queries of guests/ SRl & Uil o7 FHTET HAT
4) All of the above/ G'Cﬂi?ﬁ qut

Q 37) In which among the following book the checking in is done?/ fofafed o 3§ foad 9% g CARSIG %
?

1) Guest folio/ ffdifd eil
2) Attendance register/ © forst Tt
3) Accounts book/ @RTEIT

4) None of the above/ B'Cm?ﬁf 7Y ﬁ?ﬁ '_‘%}T

Q 38) Which among the following book maintains the day to day records of activities in a hotel?/ fFofafead
B G TP Bled B et Bl aafa &7 Repls 3@l 8 2

1) Personal entry/ I ESUCRSEN
2) Reservation system/ 3{R&UT Pl
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3) Log records/ ar Rers
4) All of the above/ G'Cﬂi?ﬁ qut

Q 39) Which among the following term is used to denote the usage condition of the room?/ Fofafea d a7
HIR B YANT T DI G & I TART 1 STt § 2

1) Room data/ ¥ SICT

2) Usage status/ I fyfa

3) Room log/ &H qan

4) None of the above/ I T A B gt

Q 40) Which among the following is given to the customer once they pay the amount?/ Uch UTgh CANREAINIRER]
T Y o1 3T oraT ], O a8 IR BT Y HRaT g 2

1) Catalog/ it

2) Bill/ fadd

3) Brochure/ faaRfOramT

4) None of the above/ SRIEd & I aﬁ‘s‘ I8!

Q 41) Which among the following mistake is made in forwarding messages?/ GG P 3T Yo H fFgfofaa o
T I Bl & 2

1) Semantic problems/ e afeft WT\Q
2) Cultural problems/ m q
3) Incorrect assumptions/ Tl HeUY
4) All of the above/ SUJad Tt

Q 42) In an office, for safety reasons it is important to: / Ych ffftra o R PRI Y g §gd TIEE'CI;UT%-

1) Make sure that the windows are kept open throughout the day. / Ug ﬁﬁﬁ\%ﬁ A b @Eﬁﬁﬁ'tﬁ faa Q?ﬁ 7
2) Say good morning to your colleagues in the morning./Jdg 3T AT BT TG HRAT

3) Keep the office temperature at a low level, no matter what the weather./ ﬁw @I Udie m fomm aiffteg &1
oA 49 TR R @1

4) Keep all emergency exits, stairs and walkways clear of any obstruction./ gt sfardesTel= W, ?ﬂﬁ'@f GEI
Ugd-arT &1 Te-Xed @

Q 43) Which of the these is not a responsibility of a secretary? / ERL DT IRaId@, gfed &1 :@% ?

1) Answer telephone calls / TP BT BT TR ST
2) Maintain diaries / BRI B G- 391

3) Assign jobs to other employees / 3= HHATNGT P BT ioT
4) Make travel arrangements / TS BT Y& BHRAT

Q 44) Which of the following body languages shows that you are listening?/ ETI'B[ JHH I RS BId-HId

AT E B IR Y

1) Looking out of the window / @’sﬁ ¥ SER g&T

2) Nodding and making an eye contact/ ESHEGIG] gq¢ RR fearr
3) Turning away from the speaker/ dokil I o HESIEI

4) Interrupting the speaker/ 9ol DI AT BT

Q 45) How would you react when someone is telling you about a terrible incident they have had when they were
coming to office, like almost meeting a car accident? / 34 Ht ufafsear éﬁ oid El'ﬂé 3T Tdh HYidg Q‘Fjaq
S IR T IATEI 8 b b 9 AT 3t

1) Look behind you / UR-3UR é@ﬁ
2) Look concerned / fifad gl ﬁeﬁ
3) Look pleased/ U¥d g

4) Look angry/ EAIRG] Bﬁ'ﬁ

Q 46) What would you say if you do not agree with someone else?/ gfe 3y foref & wgad 3_69[% Gl
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Pl 2

1) Stop talking rubbish/ SHATT BT §G BRI

2) I do not agree with your opinion. / T MUt I Y HgHd ngfg

3) You are wrong/ 3TJ W%

4) Your opinion does not make sense / AUt I PT a’ﬁé Hddd :@%

Q 47) What is the best way to behave if you want to complain?/ Tfe 3y RIGrad H3A1 918d %, dr gafs
b1 T I 2

1) Get ready to cry/ AT RISC Ul

2) Get very angry/ dgd HIfd 81 ST

3) Stay calm but stick to your point / qITd tRﬁ 30 AT R 1) R
4) Send an angry email/ ‘1@ | ‘J-RT@?T B

Q 48) is the transcription of spoken text. / ........cccecueueeee. CIS| T YIS T PIGIECR] %|

1) Dictation/ f&Fem
2) Emailing/ 399

3) Writing/ SECR]

4) Panelling/ UAfeT

Q 49) Dictation g%ri%es from the Latin word, J %[Halq (DICTATION) Rl FI JaRT AfeT F
............. Teg A \

1) doctin
2) dictare
3) dicting
4) dicta

Q 50) Which of the following is the best practice to improve the dictation taking skills in a meeting?/ 5l do

T fEaeH piee ¥ YR M & e 370 3 qad 311 Snarg g 2

1) Examine the agenda/ Q@ié A HAAAT
2) Sit near the person chairing the meeting/ I5F B AL P Ao ST
3) Keep a notepad and pen ready/ U1 3R A1e-US R g1

4 All of these/ T8 Tt

Q 51) Which of the following is a method of rapid writing by means of abbreviations and symbols? /E:FEf q

Tféred 2o 3R Ui foral & Arend A O ke fafY S=-at 82

1) Dictation/ RESRE
2) Shorthand/ ]I é%g
3) Symbolism/

4) Paraphrasing/ TRIBTHT
Q 52) Which finger do you use to strike the P?/ P iford / fafd Waﬂ%ﬂ 3Ty {5 JTTeht &1 WW%‘)

1); ﬁnger/G'TIFﬁ
2)L ﬁnger/GiTlFﬁ
IHK ﬁnger@'ﬁﬁ
4] ﬁnger/@TIFﬁ

Q 53) Which finger do you use to strike the apostrophe?/ Q'Ch@'eﬁ Siftrd / Fafgd @ & o 3y foed 3Tl
BT TN B 52

L ﬁnger/?;Tl?ﬁ

2)K ﬁnger/@"l?ﬂ

3)J ﬁnger/?;Tl?ﬁ

4) Right pinky/ I1ge fUa!
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Q 54) The K finger is also known as JKITA D .. ERauR:| lﬁﬁlﬂ?f%\

1) Right pinky/ I1ge fUa!

2) Right king/ X3¢ fdbTT

3) Right middle/ I1ge ST
4) Right index/ J3C S8H

Q 55)%Which finger do you use to strike the flash?/ Faw sifed / ffa s & forg armg for STl BT 9T
PG ?

K ﬁnger@'l?ﬁ

2) Right pinky/ IS¢ fUeb!

3) J finger/3

4) Right middle/ T13¢ fAfed

Q 56) What does inward mail mean?/ sﬂa‘s‘ o & .l 3‘[&% ?

1) Personal mail sent by employees / HHATRAY GRT Wl 71 foh da
2) Mail sent out to customers/ PRI SRR IR
3) Mail received in the office/ 3Ty H U1 7

4) None of these/ ST I B a1

Q 57) What does outward mail mean?/ 3 Jcgs A eI 3d g 2

1) Personal mail sent by employees/ FHHRA! gRT Wl a1 fof A
2) Personal mail received by employees/ ARG gRT U ot Ad
3) Mail sent out to customers/ ‘/Tlﬁﬁ CAR T RIRIREL]

4) Mail received in the office/ T ® U A

Q 58) Which of these sections does not exist in a slide layout? / _Sﬂff T ﬁ:f-w o RNIES d-3m3e H ﬁﬁﬁ
TR gIan 2

1) Titles/ CIgCH
2) Lists/ foRe

3) Charts/ El

4) Animations/

Q 59) How new presentation can be created?/ -_-[é U< HY dOR B S bl § 2

1) Blank presentation/ i Uole T+ I

2) From existing presentation / 11?1‘ I USRI
3) From design template AESIES] Tmae ¥

4y All of these/ T8 T

Q 60) Which of the following types of hotels is least likely to offer uniformed guest services?/ T 9 fhg g
¥ gleal B gy AfY aT &7 B WUTEHT FAqH § 2

1) World-class service hotels/ ]%’J TR aﬁ @Tﬂ\q’

2) First-class service hotels/ UJH goft Eﬁ?ﬂ @TZIT\@

3) Mid-range service hotels/ H&H W Eﬁ?ﬁ ﬁTJIT\QI

4) Economy/limited service hotels/ fp I Td Tfd gled Yard

Q 61) Tour operators typically work on a:/ g TR I BTH B &

1) Mark-up basis/ SSITHT YR U

2) Override basis/ 3TIHTIT STUR TR

3) Commission basis/ HHITE & MUR R
4) Line item basis/ T3 3T§cH & 3MYR |

Q 62) Which of the following should not be present in a business letter?/ 30 9 ford ATaaiie U o ﬁ?{:{ I8!
BT =R
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1) Courteous leave-taking/ fa=% et T
2) Business jargons/ 0 Pt IS &Td
3) The date/ fei®

4) The name of businessman or firm / AT O1 HH BT 11

Q 63) Which of the following is not used for concluding a business letter?/ ‘s':ni ¥ Ty seaTie o3 & T
TR AT e b1 Sirell 82

1) With kind regards/ 3fT&x & H1
2) Yours sincerely/ Yadg

3) Yours truly/ 3TUdaT 3{UAT

4) Yours faithfully/ 30T STHURT

Q 64) Which of the following is not a part of a business letter?/ E:Iﬁ T T TIPS U BT %W :@%‘7
1) Indenting/ E Sfd

2) Inside address/ TR Udl
3) Salutation/ 3fare
4) Signature/ SXAI&R

Q 65) Which style format is used to write the business letter? / AT 3 e H by URey &1 IUgHT
o ST 32

1) Block format/ cficb TR~
2) Left format/ 14T U=

3) Centre format/ o UReT
4) Square format/ PR U

Q 66) Form letters are also known as ./ UUE-U Y & =g H ST S %I

1) Circular letters/ gRu=-uA

2) Persuasive sales letters/ RS foepl-u
3) Bad news letters/ @ YaR-uF

4) Formal letters/ SenRe-ud

Q 67) For running an effective filing system, what should you do?/ Tch YA WrgfeiT Red ENIRE:D fog smu
B 2

1) Drink lots of coffee/ HfH AT H BID! tﬁ@

2) Keep all filing cabinet doors closed / TfeiT Ffore F Tt gzam o @

3) Avoid saving documents that are not necessary / 3-IdRIdH TEITaSl Bl ﬁ?‘f\&lﬁ FH I T
4) Ensure that all cables in the office are hidden./ ﬁﬁf@ﬁ H T 3ifthy o Tt e fydt <@

Q 68) Which classification allows the files arrangement in strict date order? / wrRdl & Ifud fafy sa o
AR P & T -1 aeffepzor g2

1) Alphanumeric/ 3ERTPIT
2) Geographical/

3) Chronological/

4) Topic-wise/ fovgar

Q 69) A demand draft issued by a bank is valid for:/ S grR1 SR forar an fewis S & fau g %|

1) 3 years/ 3 HIcl

2) no limit/ AT
3) 3 months/ 3 A&IH
4) 12 months/ 12 A

Q 70) How many digits does an IFSC code of bank have? /% & IFSC BIs | fobar 3 Eﬁ?f % ?
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)7
2)15
3) 11
4)9

Q 71) Which of the following option allows you to send the same letter to various people? fafafed & &H-
7 faehed 3HTUe! T &1 U=t 1 I divil &bt o bt SigHfd Sar 8?

1) Mail merge/ T Tl HAT
2) Template/ Tmae

3) Macros/

4) None of these/ ST A DS To!

Q 72) What is the default alignment for a paragraph in MS Word? / MS Word 7 forddt e & fore fewiee

TS THe g 2

1) Justified/ SIRCHTZS

2) Right-aligned/ XIC Hcllg

3) Left-aligned/ I NIED]

4) Centered aligned/ Jes SNIEE]

Q 73) What do you call a function that is inside another function? /e TR S fot 3/ kM & 3ia” %,
U RN FHEAG ?

1) Text function/ TRE HaRMH

2) Nested function/ LS BaRM
3) Round function/ I3 S TR
4) Sum function/ TH HaRM

Q 74) Which symbol is used to start a formula in MS Excel? / MS Excel o fodt lejia D W= & o fore fvg
Ticlieh b1 JUINT febal SITell & 2

1)-
2)+
3)=
4) %

Q 75) Which of the following options in MS Excel allows you to sum a large data range by simply selecting a tool

%utton?/ MS Excel & S8 § SH-T {ddhed U ¢ 94 &1 90 TP IS STl 3ol Bl AN = BI AR ol
?

1) Auto format/ 3ffel e
2) Auto sum/ 3fer H
3) Auto correct/ 3l B
4) AutoFill/ 3iiel fora

Q 76) Which of the following is a correct email address ? / 3711?[ ackel éﬁ?{ qdr1 ﬂﬁ[ %?

1) www.nameofsomething.com
2) name.something.com

3) name@something.info

4) name@something@info

Q 77) What do you call the process of transferring files from a remote computer connected through the Internet to

your computer V/WWQW$WWQ@WWWQWH$[WWH%
Tfsha 1 1 P 82

1) FTP

2) Downloading / SIS
3) Uploading / ;

4) Forwarding /

Q 78) The main page of a website is called /T qeRe S GHAUA D FEAg |
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1) Bookmark/ W
2) Home Page/ THUS

3) Search Page /T O
4) Browser Page/ SIT3WR S

Q 79) Which of the following is not a search engine ?/ g:p?[ Ao ﬂ?fgﬁ:[:l—tﬁ% ?

1) Yahoo

2) Windows
3) Bing

4) Google

Q 80) Which of the following would you use to send a copy of a document overseas quickly?/ fpat qxaras 3t
Toh DIt R =T W & fore Fafeiad & 9 foae Suan s

1) Computer/ & Eal

2) Fax machine / T &1

3) Telephone/ T &

4) Filing Cabinet/ TSIeRT Ffee &1

Q 81) Which of the following would you use to destroy a document that is confidential? / IERIRIRIREASIES]
DI Y DA & forT R # U fdep Suam 3l 2

1) Paper Shredder/ T0R H&X (BRI H=AT) BT
2) Fax machine/ oy g &1
3) Filing Cabinet / WHISTerT %ﬁ’c’ Cal

4) Photocopier/

Q 82) Which of the following allows you to print information from a computer on a piece of paper?/ fafafaa d

Y PIF MUD! BT P U Tha TR B I BRI B! fife A B A a1 82

1) Photocopier / LAGIETIER

2) Fax machine/ oy =i

3) Franking machine/ P RNE]
4) Printer/ fiiex

Q 83) What is the role of a secretarial assistant?/ Udh RIEIEED RSEIRED &I H&IW Gl %?

1) Implement and maintain office systems/ Hrafer yorret & CIR] pRAT 3R T TG
2) Maintain schedules and calendars/ FHAHH 3R HaASR T T

3) Arrange and confirm appointments/ ﬁm DI TIRIT 3R E@ HAT

4) All of these/ T T+t

Q 84) While you are doing your job, you see spilt water on the floor. What should be your course of action?/

SO HTH P GU, 3170 BRI TR el 3N U ¢ 1| SHTIHT ST Hed HT gl aee?

1) You should concentrate on your job. The spilt water will be taken care of by someone./ MU 30 HTH TR
T 1 TR Tl 31 Ul i 3R 44 A

2) Leave whatever you re doing and clean the sp111 for everyone s safety/ St s AR ?% % dg iﬁ's’ =L 3R
Tt &t GReN & fore Tt Uit A1 B

3) Inform the janitorial staff and ask them to immediately clean it off / ST wT% & ﬁﬁlﬁ B 3R 3%
I XA AT FHRA & g et

4) Write a letter to the concerned staff head complaining about the carelessness./ATIRATe! & X H FRrewrad H3A
¥ fore Teferd T T @ U U o

Q 85) Which of the following resp0n51b111tles do not fall under house keeping industry?/ BISUD I SN &

ded Fafafed § 9 o1 @ forarial 781 o

1) Vacuuming and dusting/ %Rlﬁm 3R RUSEL
2) Mopping and waxing floors/ W IR UIST d 9 T
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3) Laundry and changing linen/ ao‘q% e 3R FgaT
4) Providing valet services/ 3 a1 USH HAT

Q 86) Special cleaning and sanitation tasks required for maintaining food preparation and storage areas are
typically performed by:/ T TORT 3R HSRUT &5 P IWAIT & QIT AT IR T8 3R T3l HIaT
B 3 AR W SR fbar Sar g

1) Housekeeping staft/ EWEED@TT HEART
2) Kitchen staff/

3) Chief steward/ A1t E\”‘Ié

4) Dining room manager/'l-nﬁl:f EZaR°ELCED

Q 87) How would you convey Yes to someone who does not understand English or Hindi at all??/ 3TJ 34 fad

B 81 B8 T O 3iish 7 &t fadpe aug =1t st

1) Nod your head/ R %T*ITaﬁ

2) Shove your head/ RR geda

3) Show your palm/ 30 ggalt fawamaT
4) All of these/ T T+

Q 88) If someone says, I 11 ping you my details. What does she mean?/ afq ﬁé FHad %, el @% 30T fIaR0r 9
i) STHT T HATd 82

1) She will message you her details/ dg MU SO faaRor S Bt

2) She will give you her details right now/ dg 3nft & andt simuept SruT faawor it

3) She is asking for a form to fill her details/ dg Ul faauor ?‘ﬁ & ﬁ'l'q Tdh ThIH |1 T&PT %

4) She will show you her details before sending it ahead/ 3T o ¥ Ugd 98 U] U1 faaRum ot

Q 89) What does patio mean?/ 3 Y T H %?

1) The dining area with buffet/ g Tfed e &
2) A paved outdoor area adjoining a house./ U} Y eI YaehT aTesl &

3) Another name for a terrace garden/ Uch &d & ST BT 3= T
4) A sophisticated word for restroom . / TEEH b 1%111 Th qﬂ'l@_d i

Q 90) Which among these body language signs is the best to carry yourself when listening to a person talk?/ Er:iﬁ

Y DI HTIGHRHT 3T forT g8+ - a1 § O 3119 fhaft o1d & I Safad &1 g IR 812

1) Hands crossed firmly in front of you/ 3 BT AR BY Tedl 1Y fohT Y

2) Open ended body language and palms/ @Fﬁ UTq- U G?R ‘5'?11%1111

3) Divided attention by looking all around/ IRI RE GE- & HRUT & g3l &g
4) All of these/ T T+t

Q 91) Effective communication is a part of/ THT JRIyo] DI UDH %W %|

1) Soft skills/ JdgR
2) Hard skills/ g&bX

3) Short skills/ €Y
4) Quick skills/ TR DI

Q 92) Which of these is not an element of the speaking technique?/ _Eg":ra Y DT CIEg APl BT TP dd ol
&

1) Voice quality/ HTdTST 0TGN
2) Word stress/ Reg d-1d

3) Appearance/ fearae

4) Correct tones/ BRESH

Q 93) Which of these tones represent thoughtfulness?/ 3_'11}[ Y DI I TR AR aar & gifd %‘?

1) Serious tone/ TR @R
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2) Urgent tone/ dehTe] ¥R
3) Happy tone/ Y¥ ¥dX
4) Outraged tone/ ST W)

Q 94) Which of these is the study and classification of speech sounds?/3TH ¥ DI T HTVOT = BT Sieqg
3R

87

1) Gestures/gTd-HId

2) Speech style/HTYUT it
3) Phonetics/ WR-fag=
4) Spoof/ ERIECSIEI]

Q 95) Which of these should be avoided for an effective speech?/ Tdh TYTAT HT0T o ﬁfq 3_-{13 RAER R

ST A1 E?

1) Emphasis on important sections/ W I TR SIR

2) Selection of message/ HaRT BT 19

3) Lack of interest/ Tl o Bt

4) Well placed pauses in between/ o H Ifd & ¥ wIfud fovm

Q 96) What is transcription?/ gfafafa & %?

1) Converting a text from one language to another/ Teh HIHT q w YT & U UTS i gfafed ez

2) Converting an audio into a quickly readable text format, word by word/ Rleq GR R[eg Tdh ST oY et qaﬁ
IRy TRE BIFC § F&aT

3) Shortening the length of a text/ UTd ol ?“I'W'I_sC P HH BHAT

4) Listening to an audio and writing a quick summary over what it says/ 3iifsar g1 IR ITH S el Tl
8 39 W TS @Rd GRI forg1

Q97) is a unique tag, usually a number, identifies the file within the file system / % fafRy &

2, SMHAR R T TBAT, o BIgd RReH & HidR Bsd &1 UgaH Har gl
1) File identifier/ T3d TSSICHIAR

2) File name/ Il ATH
3) File type/ IR YHR

4) None of these/ _s?rﬁf I ﬁ'ﬁc :l_E»p[
Q 98) Which is the costliest of all filing equipment?/ Tt wrE i IuHRT H Tad 7 DT %?

1) Vertical drawer cabinets/ d&dd Tol AR
2) Lateral cabinets/ a1 SrerARY

3) Open shelves/ Q?ﬂ AR

4) Mechanical files/ Ao Yt

Q 99) Which one of the following explains the sequential file access method?/ 18 & & DT SH D BIgd
TR Y garn 82

1) Random access according to the given byte number/ a1 TR S1gE e & S{PIAR Y0 TRy
2) Read bytes one at a time, in order/ 3‘“@? ﬁ, Th JHT R UTDh dIgC CARUSE RG]

3) Read/write sequentially by record/ fois A wfes wud JeRIZC HRAT

4) Read/write randomly by record/ Roid ¥ sfFufia wu d deRTSC BHRAT

Q 100) Destruction of files for malicious reasons such as access by fraudulent people is classified as being/

gUTgTYUf HRUT | BIga! 1 fa-T=r S HUt AT gRT SUGRT F w0 § aiifepd fear sman g

1) Modified /=N
2) Accessed/@ﬂ fosar T/
3) Destroyed/ 9 &

4) Unauthorized access/&l:mg% I

Q 101) File code which engineers add to file name and limit access to few users is called/ WIgcl aﬂ?:' S b
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IR Brd TH H SIS § SR PO goR & [ tla P Hid R A de_ Hgadl g

1) Limited code/ SHd ®I8
2) Access code/ Q?\ﬁﬂ?ﬁg

3) Code protection/ IS gRE&ET
4) Physical code/ ST d @IS

Q 102) File type can be represented by/ WIS I YHRR RIS S el %\

1) File name/ W1l ATH

2) File extension/ Ig<T WQFT

3) File identifier/ BISd SIS CHTAR
4) None of these/ E:FE[ q ﬁ_’ic :l_E»p[

Q 103) What is typing speed usually measured in?/ € it Tifq B MR W g [T Sirar %?

1) WPM
2) SPM
3) WPS
4) CPS

Q 104) What is the quickest way to type a capital letter while typing?/ U Fied 31eR HI U F SR -y
FXA BT YT IS RIBT T 672

1) Using the Caps Lock key to activate capital lettering whenever required/STd 1t 31T B FHied AT Bl
Tfehd HR & foTT FW les oft BT ITART HAT

2) Holding Shift Key to produce capital letters/ Fied 31eR 91 & fog Rige ﬁ DI Gq HR G

3) Having Caps Lock at ON all the time, and type small letters after pressing shift/ S AP DI Eﬁ'ﬂ'ﬂ 3 RLCEIR
3R RIte oM o a1 BIe 31&R T3Y BIAT

4) Copy pasting capital letter characters from the web/ 39 T Hfted 3feR & Ul BT Bt Uk HAT

Q 105) Which of these must be avoided in business letters?/ Eﬁ@ﬁxﬂ IR T H Folkars fddT ST a1fey?

1) Polite words/ fa=19 s

2) Formal words/ M=Tie Teg
3) Abbreviations/Hf&iidm0T

4) Clear details/ 9Tt fdavor

Q 106) Where should the name of the firm be mentioned?/ H BT A ﬁfm Eﬁ:ﬂ aT%Q?

1) Right of the page/ U & Rl 3R

2) Below the address of the writer/ TGH & Ud & -
3) Above the address of the writer/qRG®H & Td & HUR
4) On the last page of the letter/ U & TRy ISR

Q 107) A balance sheet used to depict the exchange in all transactions is called/ F4 @ e # faf g &1 fafaa
W%%@Wﬁaﬁaﬁgﬁ?@z’ﬁ EHEIGIE

1) Tabular statement/RUN-UF

2) Tabular billing/ARUG fafeiTT
3) Tabular sheet/ IRufles e

4) Tabular list/ RO it

Q 108) What is the first raw copy of a writeup known as?/Jh 3G &1 ygall ! Ui T %?

1) Issue/Hh IR

2) ManuscriptﬂTUgﬁlﬁ

3) Transcrip

4) Journal/gfehT

Q 109) To be a receptionist you must be able to;/ Tdh e s & fog P! & fo g g
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ey

1) Write up questionnaires and surveys/ YTl 3R Faeor fora
2) Sit behind a reception desk for long periods of time meeting visitors and answering phone calls./ &ﬂ"'lﬂﬁ I

e & fore oo 9 0 R S8 & U 967 3R B Sid $T o1aTd o
3) Carry out market research activities./ SR ot nfafafeay 373[ A
4) Manage a team of office juniors./ 3Hih g Qﬁ’q? P A B H“—ﬂ?ﬁ

Q 110) A visitor wants to park their car in the company car park, what do you do?/ U 3fTidd 3Ot R B
U P PR U H T A &, ST I PN

1) Make some polite conversation about their car./ JTHI HR & IR | o751 I 91d Sl

2) Point blank refuse, and tell them to park elsewhere./ HTth H I ?'[Pf 3R B% Eb_bpf 3R UKD ﬁﬁ

3) If there is a space, issue them a car park pass./ Ife agi sig 8 dl 3% BR U1 Uy &3

%2%“ them there are no spaces available, even when there are./ SI1Ig ﬁﬁ & dIav]q B’% SURKI aﬁ > ﬁ'l";f

Q 111) To present a professional image of the company a receptionist should;/@ U B Udh URIGR Bfd U A
¥ forg te fRwife &1 ESICIIY

1) Have pointless and casual conversations about the weather with all visitors./& ot GTITI_{Fﬁ F 1Y AH & TR
# e SR SFeTRe STt

2) Point out to visitors any shortcomings in their dress style./ W DI 3! U | fopdt H wiel B

5.

3) Leave confidential paperwork lying on the reception desk where everyone can see it/ RARM 6 R MG
BTN BT D BIS < 561 &R DI 38 4 Ip

4) Be calm and polite at all times, and deal with all of their enquiries at front desk in a professional and courteous

manner./ X THT Xd 3R 375 381 3R The 3 W 376! Gft guars! J IR SR a7y afies 3 Sta
FRAT

Q 112) What is Microsoft Outlook used for?/ ATSHITIE AT fhads feTe TInT fsam ST 82

1) To keep a track of office expenses./ P & Tl BT Idl & & ferg

2) It’s part of the diary management system./ Ug SR UsY= Worel! o1 g %

3) Used to assist with company audits. /U diifee B Tgriar & fag Ugad

4) The management of emails and personal information./ s‘ﬁ?ﬁ 3R fSht SHERY &1 et

Q 113) How should you treat VIP visitors?/ fﬁx}ﬂgtﬁ GW & 1Y 3 ﬁ oy 3”@?

1) In a manner befitting their position./ 39 3fge & STAR SR o

2) Just like every other visitor./ fopadt oft INGCa CAKR]

3) By offering them a complimentary car park pass./ 3% TP BIAEHes HR U1 U SR
4) Offering to make them a cup of tea./ 3 o Uh U a1 9 B URH PR

Q 114) To create effective presentations and correspondence you should;/ qyIat Wﬁ R TF - TAGR §H &

fo st ElEY

1) Have good knowledge of Microsoft Office packages like Word & Excel./ gs 3R Qﬂ@ﬁ S msaﬁﬁq%
ST Uche 1 S BRI g1 18T

2) Be able to file away paperwork properly.WTrﬁ Eapk Aok BIEd d3- H ™ gl

3) Be prepared to plagiarise and copy other people’s writing./ §¥|§ fdddl & oRd B IRI G 9Hhd b folg TR
4) Know how to add and subtract./ g YR SIST T UeTdT ST § T8 ST

Q11 5%) Indention in computer word processing is used to/ W CERIRIRUE| 3%7'-‘21:[ & fog Ugad
B |

1) Make the text readable/ UTd Eal qﬂef g g
2) Change the paragraph color/ TRIUTP T T Faq
3) Apply border around text/ UTd & IRI 3R e T
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4) Change line spacing/ ¢llg- TR SgaA

Q 116) Format command can t be used for setting/ Bife HUS P T B P [T TART a1 Bl ol
Fehdll

1) Line spacing/ ¢l1g- R
2) Margins/
3) Tabs and indents/ %&E[ 33? _5'%3

4) Alignment/

Q 117) In a computer, direction of paper in printing is referred to as/ T HHC ﬁ, e 4 TR ot far
& w0 B "ghfd o1 o g

1) Directional position/ foames fufa
2) Orientation/ Sfufa=arg

3) Page style/ Ot it

4) Page position/ BEATIIR]

Q 118) The ability to combine name and addresses with a standard document is called?/ Tdh RUSS SEIJHZ@_C' &
1Y 919 3R TS B! e ot avear e g

1) Document formatting/ 31”323333 BT
2) Mail merge/

3) Database management/ EEERE RS
4) Form letters/ By e

Q 119) What is the time for booking Tatkal tickets online for the next day?/ 3Tel faF1 & forg aepTal fedhe 1
I B BT AT FATEIA1 82

1) 10:00:00 AM/ g&E & 10 &l
2) 7:00:00 AM/ g&g§ & 7 &l
3) 1:00:00 PM/ & & 1 o

4) 7:00:00 PM/ f&A & 7 9ot

Q 120) What is the shortcut for printing?/ fiifeT & ferg UicdHe T %?

1) Prnt Scrn
2)Ctl+P

3) Ctrl + Prnt Scrn
4) Alt+P

Q 121) A chart can be put as a part of presentation using/ Ydh e B BT TR R Qﬁ% & UM & =7
H XN S bl g

1) Insert chart/ 37\‘4?.: e

2) Insert picture, chart/ 37\‘:|_Cc ﬁw, Eird
3) Edit chart/ Tfge a1¢

4) View chart/ 3 ATS

Q 122) Command which we use in powerpoint to change color of different objects without changing content is/

UlaRulge H dhce P T gad e sifssiacd & T &l gaa & e g0 oy HHis &1 i ad 8 98

1) Design template/ IESIER R
2) Color scheme/ TR @

3) Font color/ IUC HR

4) Object color/ Jisslae HeR

ILevel 1 Answer key

‘ ‘ Question

‘ | Question

‘ Ontion ‘ Question | Ontion ‘ | Question | Ontian ‘ Ontion ‘ Ontion
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No. e No. e No. T No. T No. T
1 1 31 4 61 3 91 1 121 2
2 4 32 1 62 2 92 3 122 2
3 1 33 1 63 2 93 1
4 4 34 2 64 2 94 3
5 4 35 2 65 1 95 3
6 2 36 4 66 2 96 2
7 4 37 1 67 2 97 1
8 1 38 3 68 3 98 1
9 4 39 2 69 3 99 2
10 2 40 2 70 3 100 1
11 4 41 3 71 1 101 2
12 3 42 4 72 3 102 2
13 4 43 3 73 2 103 1
14 4 44 2 74 3 104 2
15 4 45 2 75 2 105 3
16 3 46 2 76 3 106 2
17 4 47 3 77 2 107 1
18 4 48 1 78 2 108 2
19 2 49 2 79 2 109 2
20 1 50 4 80 2 110 3
21 4 51 2 81 1 111 4
22 1 52 1 82 4 112 4
23 1 53 4 83 4 113 1
24 3 54 3 84 3 114 1
25 1 55 2 85 4 115 1
26 2 56 3 86 2 116 2
27 1 57 3 87 1 117 2
28 2 58 4 88 1 118 2
29 2 59 4 89 2 119 1
30 2 60 4 90 2 120 2
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Secretarial Assistant Code Level 2

Q 1) Which among the following interferes with proper communication?/ BEINICRERE ] I AR e
agd adl g ?

1) Religion/ ]

2) Noise/ AR

3) Dressing/ UgIdl
4) Place/ ¥ITH

Q 2) Which among the following term is used to refer the process of hearing only that much which a person wants

to hear?/ BRI & ¥ o5 o &1 yahT 39 T & foran ST 8 S et I Yo o vfshan & forg fora
& iR GAA IRAT S 2

1) Selective hearing/ ERIECECIY|

2) Under communication/ bH ARO[

3) Over communication/ 3{TI®H FTRT
4) Noise/ TR

Q 3) Which among the following is used to check whether the communication process was successful or not?/

TR UfhaT Ghd g8 © 31ydT g} I8 Sifan & forg Fafead 7 & e win fbar wrar g 2

1) Transcription/ gfaere

2) Translation/ 3fJdlq
3) Feedback/ 1S S

4) None of the above/ I § I B et

Q 4) Which among the following is the first process in communication?/ fFofoiRad & O a1 SaRu &1 gud
afparg 2

1) Sender encodes message/ Vo ITel Y= DI Aioh i sal H FGardl %
2) Sender transmits message/ ST aTel TSR P TR Bl %

3) Receiver receives message/ b d! He=T UT &l %

4) Receiver understands message/ UTdahdl H%SZT A JHACT %

Q 5) In which among the following manner two or more person can communicate with one another?/ fofafea o

T forg IR A & S1uaT Y i Ueb gk ¥ ardiary &R Jdhd g 2

1
2)2
3)3
4)4

Q 6) Which among the following form of communication is used to send message from top executive to middle

executive?/ FEfIRET H A frd YR & TIRU &1 TaNT Fdlw SRIGR! ¥ A dRIBR] 6l T2 21 P forw
fearsmarg 2

1) Upward/ U DI 3R
2) Downward/ TP SR
3) Horizontal/ afasr

4) Lateral/ arsf

Q 7) Which among the following problem occurs when message passes through many intermediaries?/ SId Ta=r

B3 USR b AR F AT I ToRdl § o Fufafad ¥ § s UeR o woem 3o gl 8 2

1) Over communication/ 3G JART
2) Under communication/ bH ARO[

3) Loss of information/ Jd-T T &I

4) All of the above/ B'Clgaa gaft
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Q 8) Which among the following is a type of communication from bottom to top?/ i ¥ FWR & TR R GAR0
& fore Fofafed & 9 e TR &1 van fear s g 2

1) Suggestion box/ JITd uet
2) Complaints/

3) Feedback/ PIs I
4) All of the above/ G'CPEET‘-H gt

Q 9) Which among the following type of communication takes place between people of same department?/ HHIT

faumT & <l & weg FEfiad & 3 f5g UeR &1 GTRU gdr g 2

1) Horizontal/ afast
2) Vertical/ S{ecid
3) Diagonal/ 3TST
4) Lateral/ arsf

Q 10) An ATM password of a bank should be kept in / % & ATM um?:lts‘ P QAT ElT%Q |

1) A personal diary/ o st o

2) An office diary/ iy P STt

3) A paper/ P BT R

4) A password protected file/ fodt urgas grr ﬁ\"f\&lﬁ Blgd |

Q 11) What is the ability of combining name and addresses with a standard document? / A XA & 1Y
A SR Ud & IS BT & R E 2

1) Form letters / YUA-UA

2) Mail merge/ T TSl BT

3) Database management/ Sleey yee
4) Document formatting/ G&ITAgl WIHTCTT

Q 12) Define gutter margin./ 7TCX TS (GUTTER MARGIN) &1 GRHIRE & |

1) The margin that is added to the page outside when printing./ fiic Txd 7y d1eR PERSRS S SIRIEI i
2) The margin that is added to the page binding side when printing./ fiic Txd T UG SRS AR U & ST
BIICE]

3) The margin that is added to right margin when printing./ et R gHg Wge (RIGHT) ol | \_rh?;T mar

4) The margin that is added to the left margin when printing./ fiic Ha g 91¢ (LEFT )Iﬂﬁh o9 SIRIEI
HIfSH

Q 13) Which of the following can you use for quickly accessing the commonly used tools and commands? /

YHTId: IUAIT forT oA aTel ¢ 3IR 1S B qid TR HRA & (o e SuaiT faran ST g 2

1) Menu bar/ ﬁ:‘[aﬁ

2) Tool bar/ ¢¢f IR

3) Status bar / }¢TH TR
4) Title bar/ CIgcdl IR

Q 14) Which of the following methods cannot be used to enter data in a cell ? / JdH el Eﬁfm * ﬁ«m ELl "
Y for fafd 1 o 16T fovam o wepa 82

1) Clicking the enter button to the formula bar/ qﬁﬁiaT TR R S} e fadd dRap
2) Pressing the tab key/ 29 B B

3) Pressing an arrow key/ @ P AP

4) Pressing an Esc key / Esc P G

Q 15) Which of the following areas in Excel lets you enter formulas and values ?/ TRAAGH Y DH-T1 &7

3TUD] IHeT SR HH Gof B &l 8 2

1) Standard tool bar / ®USS ¢& IR
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2) Formula bar / qflﬁfﬂ IR
3) Menu bar/ ﬁT‘LW

4) Title bar / CIgcd dRR
Q 16) What is the full form of WWWW among the following o/FEfRad 3 4 wwww &1 U;UTW il %?

1) World Wide Women s Web/ IS RS qay CE|

2) World Wide Women s Week/ GG qigs gHY Gk

3) World Wide Wildlife Web/ 308 A3 S aI3ceds® dd
4) World Wide Web Worm/ I¢s d13S a9 aIH

Q 17) Which of the following machines allows you to put a stamped impression on an envelope ? / E'af J HH-

T i U fRTwhTih TR Hex ot BTU oA &1 Al ot 82

1) Computer/ W
2) Photocopier/ BICIP TUaR

3) Franking machine/ Pl RNE]
4) Fax machine/ oy =i

Q 18) How should you treat VIP visitors?/ 3T ff} VIP 3T & WY T TAGR H 2

1) In a manner befitting their position./ S 311 Ug & forg SUgad |

2) Just like every other visitor./ foadt 3= 3P P RE

3) By offering them a complimentary car park pass./ 3% PR HR w1 urg <7
4) Offering to make them a cup of tea. / 3% IS HY I Td A

Q 19) In a computer spreadsheet, SUM, AVERAGE, MIN and MAX are examples of/ Tdh &2 o @?ﬁlﬁf,
SUM, AVERAGE, MIN 31R MAX P ICTBU g

1) Calculations/TTUTT

2) Formulas/ tb—l'iifﬂ

3) Functions/ TR
4) Relative addressing/ fdifea Qgi@‘

Q 20) Selected design template can be applied to/ ﬂef ™ Eﬁllg:l [ Ieh W mm EIKEE] %|

1) Current slide only/ Had IIHH WSS
2) All the slides/ Yt TS WX

3) All the new presentation you create/ & a=n's‘ T e Q’ﬁﬁﬂfﬁ W
4) All of these are possible separately/a it ST A GHa §

Q 21) Menu in which we can find features like slide design, slide layout etc is/ ﬂqﬁmﬁsﬂ s s f& é'_‘L
WSS AIMIC 3N I AR (TP gae o)

1) Insert menu/ ET\TCF ﬁ?\:[
i

2) Format menu/

3) Tools menu/ &I 'EPJ
4) Slide show menu/ T3S TN AY

Q 22) What should you do to add emphasis when searching something on Google?/ TTeI U &S QioTd 99T SR
S & T U 1 A1 AW

1) Search Term + Emphasis Term / T < + TG Ry o
2) Search Term Emphasis Teranjl:f /g9 e Q"-:av—ﬁm o

3) Emphasis Term/

4) Search Term - Emphasis Term/ T o - TR ]

Q 23) What would you do if you wanted to send a duplicated E-Mail to someone else but not let the first person

know that?/ afe Tge Safaky & ST faT 31y faraft o &1 T gwefidbe SHT W 9Ted © l 319 1 3l
1)Forward/‘TIO—\IJ'{Til_sc
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2) Mail merge/ o TS
3)CC
4) BCC

Q 24) An object or collection of objects wrapped in paper in order to be carried or sent by post services is called

/ ORe Jareii gRT A S a1 9 o1 & forg TR & ferd aq ar axg i 1 98 HEATAT g

1) Gift box/ SUGR Sidq
2) Parcel/

3) VPP/ didid

4) Post box/ e §iag

Q25 A is a negotiable instrument similar to a bill of exchange. A bank issues a to a client,
directing another bank or one of its own branches to pay a certain sum to the specified party. They are harder to

countermand than cheques./ , 3P

1) Special cheque/ [EIEGEED
2) Demand draft/ fSHTS SIuc
3) RTGS/ 3RS

4) NEFT/ 7%

Q 26) Which among these is the most essential to get your guests around the city?/ RIgX o AgHMI &l W &
T 378 9 1 91 wed TR §7

1) Valet/ aa

2) Driver /

3) Tour guide/ X TS

4) Reviewed advertisements/ e ﬁm Bip] fagm=

Q 27) What is the shortcut for Undo?/ Undo & fag qiédhe | %?

1) Ctrl +Z
2)Ctrl + X
3)Ctrl + T
4)Alt+Z

Q 28) Which website is referred to as The front page of the internet / DI JIUTSC FCx-IC B 37T Uy FTOH
Had 3 St 82

1) Google/ T[ITcT
2) Reddit/ ¥[Se
3) Quora/ H3RT

4) Facebook/ W
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Question No. | Option
1 2
2 1
3 3
4 1
5 2
6 2
7 3
8 4
9 1
10 4
11 2
12 2
13 2
14 4
15 2
16 4
17 3
18 1
19 3
20 4
21 2
22 2
23 4
24 2
25 2
26 2
27 1
28 2
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