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Important Instructions :

1.

This paper consists of 40 Multiple
Choice Questions (M.C.Q.). All
questions are compulsory and carry
1 mark each. There is not negative
marking.

Each question has four alternative
responses marked (A), (B), (C) and
(D). You have to choose an
appropriate answer option and
mark it on the OMR sheet.

For marking answers on OMR
sheet, follow the detailed instructions
given on the OMR Sheet.

Use only Blue or Black ball point
pen for marking on OMR.
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Which of the following is NOT a

function of a modern office ?
(A) Communication

(B) Data management

(C) Marketing

(D) Financial planning

What is a primary role of an office

manager ?
(A) To conduct market research

(B) To oversee office operations

and procedures

(C) To  design advertising
campaigns
(D) To manage customer

relationships
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Under the RTI Act, which of the
following is NOT considered a
reason for rejecting an information

request ?

(A) Privacy of an individual
(B) National security

(C) Commercial confidence

(D) Public interest
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Which of the following best

describes office automation ?

(A) The use of robots in the
workplace

(B) The use of computers and

software to execute office tasks

(C) Manual handling of office
tasks

(D) Outsourcing office work

In a modern office, what is the

purpose of an intranet ?

(A) To connect with external

clients

(B) To allow employees to access
shared resources and
information  within the

organization
(C) To browse the internet

(D) To send and receive emails

from external sources

Which of the following is a key

element of office management ?
(A) Branding

(B) Staff coordination

(C) Product development

(D) Sales forecasting
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The process of ensuring efficient and
effective office operations is known

as ?

(A) Office design

(B) Office management
(C) Office decoration

(D) Office relocation

An office manager is primarily

responsible for ?

(A) Developing new products
(B) Implementing office policies
media

(C) Managing social

accounts

(D) Creating marketing strategies
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What is the role of office

ergonomics ?
(A) Enhancing aesthetic appeal
(B) Reducing costs

(C) Improving employee comfort

and productivity

(D) Increasing storage space
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10. Which of the following is NOT a
responsibility of office
management ?

(A) Managing office supplies

(B) Overseeing maintenance of
office equipment

(C) Creating sales strategies

(D) Organizing meetings and
events

11.  Which mailing service ensures next-
day delivery ?

(A) Standard mail
(B) Express mail
(C) Media mail
(D) Registered mail
12.  What is the primary benefit of using
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registered mail ?
(A) Cost efficiency
(B)
©)

(D)

Speed of delivery
Proof of mailing and delivery

Larger package handling
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13.  Which mailing service is best suited
for sending books and educational
materials ?

(A) First-class mail
(B) Express mail
(C) Media mail
(D) Priority mail

14. What does “certified mail’ provide ?
(A) Insurance for lost items
(B) Speedy delivery
(C) Proof of mailing and delivery

receipt
(D) Discounted rates for bulk mail

15. Which  mailing  service is
recommended for sending sensitive
documents securely ?

(A) Standard mail
(B) Media mail
(C) Registered mail
(D) Parcel post
16. Which protocol is used to transfer
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web pages on the internet ?
(A) FTP

(B) HTTP

(C) SMTP

(D) POP
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17. What is the primary purpose of a
web browser ?
(A) To create web pages
(B) To manage emails
(C) To access and display web
pages
(D) To store files
18. Which of the following is an
example of a search engine ?
(A) Chrome
(B) Google
(C) Outlook
(D) Linux
19. Which section of the RTI Act deals
with exemption from disclosure of
information ?
(A) Section 4
(B) Section 8
(C) Section 12
(D) Section 20
20. What is the use of an IP address ?
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(A) To identify a website’s content

(B) To locate a computer on a
network

(C) To store data online

(D) To encrypt data
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21.

IP address is composed of

Numbers and letters
Only numbers
Special characters

Only letters

22,

Which protocol is used to secure

data transfer over the internet ?
(A)
(B)
©)
(D)

HTTP

FTP

HTTPS

SMTP

23.

What does DNS stand for ?
(A)
(B)
(®)
(D)

Digital Network System
Domain Name System
Direct Network Service

Digital Name Service

24,
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Which is NOT a web browser ?
(A)
(B)
(®)
(D)

Fire fox
Safari
Bing

Edge
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25.

What is the role of a web server ?

(A) To store and retrieve web
pages
(B) To manage email accounts

(C) To provide internet

connectivity

(D) To design web pages

26.

What is e-commerce ?

(A) The practice of eco-friendly

business

(B) Buying and selling goods and

services over the internet

(C) Conducting business meetings

online

(D) Managing electronic devices in

a business

27.
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Which of the following is a popular

e commerce platform ?
(A) Facebook

(B) Amazon

(C) Wikipedia

(D) Google Drive
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28.

What is a common payment method

in e-commerce ?
(A) Cash
(B) Credit card
(C) Check

(D) Bank draft

29.

Which term refers to the electronic

transfer of funds ?
(A) EFT
(B) ETF
(D) ETP

(D) ETL

30.

What is ‘B2B’ in e-commerce ?
(A) Business to Buyer

(B) Buyer to Buyer

(C) Business to Business

(D) Business to Bank

31.
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What is the primary function of a

bank ?

(A) To manufacture goods

(B) To provide financial services
(C) To sell insurance

(D) To offer legal advice
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32.  Which of the following is a type of

bank account ?

(A)
(B)
(©)
(D)

Loan account
Credit account
Checking account

Debit account

33. What is the purpose of a savings

account ?

(A)

(B)

(©)
(D)
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34. What does ATM stand for ?

(A)

(B)
(©)

(D)
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Automatic Transfer Machine

Automated Teller Machine

Automatic Transaction

Machine

Authorized Transfer Machine
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35.  Which of the following is NOT a

banking service ?

(A) Mortgage loans

(B) Savings accounts
(C) Investment advisory

(D) Web hosting

36.

What is the main objective of the

Right to Information Act ?

(A) To promote transparency and
accountability in the

government
(B) To control information flow

(C) To restrict access to

information

(D) To protect government secrets

37.
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Who can request information under

the RTI Act ?

(A) Only government officials
(B) Any citizen of India

(C) Only legal professionals

(D) Only journalists
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38.

What is the role of the Public

Information Officer (P1O) ?
(A) To supervise elections
(B) To

provide information

requested under RTI
(C) To manage public grievances

(D) To enforce law and order

39.

Which body is responsible for

enforcing the RTI Act.

(A) Central Information

Commission
(B) Supreme Court
(C) Election Commission

(D) Ministry of Home Affairs

40.
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Which of the following information

can be denied under RTI Act ?
(A) Government spending details

(B) Information affecting national

security
(C) Public project details

(D) Employee salaries in public
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