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1. Which of the following is NOT a

function of a modern office ?

(A) Communication

(B) Data management

(C) Marketing

(D) Financial planning

2. 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

3. 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

1. fuEufyf[kr esa ls dkSu lk vk/kqfud

dk;kZy; dk;Z ugha gS \

(A) lapkj

(B) MsVk izca/ku

(C) foi.ku

(D) foÙkh; ;kstuk

2. dk;kZy; izca/kd dh izkFkfed Hkwfedk D;k

gS \

(A) cktkj vuqla/kku djuk

(B) dk;kZy; lapkyu vkSj izfØ;kvksa

dh fuxjkuh djuk

(C) foKkiu vfHk;kuksa dks fMtkbu djuk

(D) xzkgd lEcU/k izca/ku djuk

3. lwpuk ds vf/kdkj vf/kfu;e] (RTI) ds

rgr] fuEufyf[kr esas ls dkSu lk dkj.k

lwpuk vuqjks/k dks vLohdkj djus ds fy,

ugha ekuk tkrk gS \

(A) fdlh O;fDr dh xksiuh;rk

(B) jk"Vªh; lqj{kk

(C) O;kolkf;d xksiuh;rk

(D) tufgr
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4. 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

5. 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

6. Which of the following is a key

element of office management ?

(A) Branding

(B) Staff coordination

(C) Product development

(D) Sales forecasting

4. dk;kZy; Lopkyu dks lcls vPNk dSls

ifjHkkf"kr fd;k tk ldrk gS \

(A) dk;ZLFky esa jkscksV dk mi;ksx

(B) dk;kZy; dk;ks± dks iwjk djus ds

fy, dEI;wVj vkSj lkW¶Vos;j dk

mi;ksx

(C) dk;kZy; dk;ks± dk eSU;qvy izca/ku

(D) dk;kZy; dk;ks± dks vkmVlkslZ

djuk

5. vk/kqfud dk;kZy; esa baVªkusV dk mís';

D;k gS \

(A) ckgjh xzkgdksa ls laidZ djuk

(B) laxBu ds Hkhrj lk>k lalk/kuksa vkSj

tkudkjh rd deZpkfj;ksa dks igaqp

iznku djuk

(C) baVjusV czkmt djuk

(D) ckgjh lzksrksa ls bZesy Hkstuk vkSj

izkIr djuk

6. fuEu esa ls dk;kZy; izca/ku dk ,d eq[;

rRo D;k gS \

(A) czkafMax

(B) LVkQ leUo;

(C) mRikn fodkl

(D) fcØh iwokZuqeku
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7. The process of ensuring efficient and

effective office operations is known

as ?

(A) Office design

(B) Office management

(C) Office decoration

(D) Office relocation

8. An office manager is primarily

responsible for ?

(A) Developing new products

(B) Implementing office policies

(C) Managing social media

accounts

(D) Creating marketing strategies

9. What is the role of office

ergonomics ?

(A) Enhancing aesthetic appeal

(B) Reducing costs

(C) Improving employee comfort

and productivity

(D) Increasing storage space

7. dk;kZy; lapkyu dks dq'ky vkSj izHkkoh

cukuk fdl izfØ;k dks dgk tkrk gS \

(A) dk;kZy; fMtkbu

(B) dk;kZy; izca/ku

(C) dk;kZy; ltkoV

(D) dk;kZy; LFkkukarj.k

8. ,d dk;kZy; izca/kd eq[; :i ls fdlds

fy, ftEesnkj gksrk gS \

(A) u, mRiknksa dk fodkl

(B) dk;kZy; uhfr;ksa dks ykxw djuk

(C) lks'ky ehfM;k [kkrksa dk izca/ku

(D) foi.ku j.kuhfr;ksa dk fuekZ.k

9. dk;kZy; ,xksZukWfeDl dh Hkwfedk D;k gS \

(A) lkSan;Z vihy dks c<+kuk

(B) ykxr dks de djuk

(C) deZpkfj;ksa dh lqfo/kk vkSj

mRikndrk esa lq/kkj djuk

(D) Hk.Mkj.k LFkku c<+kuk
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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

registered mail ?

(A) Cost efficiency

(B) Speed of delivery

(C) Proof of mailing and delivery

(D) Larger package handling

10. fuEufyf[kr esa ls dkSu lk dk;kZy; izcaèku

dh ftEesnkjh ugha gS \

(A) dk;kZy; vkiw£r izca/ku

(B) dk;kZy; midj.kksa ds j[kj[kko dh

fuxjkuh

(C) fcØh j.kuhfr;k¡ cukuk

(D) cSBdksa vkSj vk;kstuksa dk vk;kstu

11. dkSu lh Mkd lsok vxys fnu dh

fMyhojh lqfuf'pr djrh gS \

(A) LVSaMMZ esy

(B) ,Dlizsl esy

(C) ehfM;k esy

(D) jftLVMZ esy

12. iathÏr Mkd dk mi;ksx djus dk eq[;

ykHk D;k gS \

(A) ykxr izHkko'khyrk

(B) fMyhojh dh xfr

(C) esfyax vkSj fMyhojh dk izek.k

(D) cM+s iSdst laHkkyuk
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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

web pages on the internet ?

(A) FTP

(B) HTTP

(C) SMTP

(D) POP

13. dkSu lh Mkd lsok iqLrdksa vkSj 'kSf{kd

lkexzh Hkstus ds fy, lcls mi;qDr gS \

(A) QLVZ&Dykl esy

(B) ,Dlizsl esy

(C) ehfM;k esy

(D) izk;ksfjVh esy

14. ^l£VQkbM esy* D;k iznku djrk gS \

(A) [kksbZ gqbZ oLrqvksa ds fy, chek

(B) rst fMyhojh

(C) esfyax vkSj fMyhojh jlhn dk izek.k

(D) cYd esy ds fy, NwV njsa

15. laosnu'khy nLrkostksa dks lqjf{kr :i ls

Hkstus ds fy, dkSu lh Mkd lsok vuq'kaflr

gS \

(A) LVSaMMZ esy

(B) ehfM;k esy

(C) jftLVMZ esy

(D) iklZy iksLV

16. baVjusV ij osc ist LFkkukarfjr djus ds

fy, dkSu lk izksVksdkWy mi;ksx fd;k tkrk
gS \

(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 RTl 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 ?

(A) To identify a website’s content

(B) To locate a computer on a

network

(C) To store data online

(D) To encrypt data

17. osc czkmtj dk izkFkfed mís'; D;k gS \

(A) osc ist cukuk

(B) bZesy izcaf/kr djuk

(C) osc ist rd igqapuk vkSj mUgsa izn£'kr

djuk

(D) Qkbysa LVksj djuk

18. fuEufyf[kr esa ls dkSu lk ,d lpZ batu

dk mnkgj.k gS \

(A) Økse

(B) xwxy

(C) vkmVyqd

(D) fyuDl

19. lwpuk ds vf/kdkj (RTI) vf/kfu;e dh

dkSu lh /kkjk tkudkjh ds izdVhdj.k ls

NwV iznku djrh gS \

(A) /kkjk 4

(B) /kkjk 8

(C) /kkjk 12

(D) /kkjk 20

20. IP ,Mªsl dk D;k mi;ksx gS \

(A) fdlh osclkbV dh lkexzh dh

igpku djuk

(B) usVodZ ij dEI;wVj dk irk yxkuk

(C) MsVk vkWuykbu LVksj djuk

(D) MsVk dks ,fUØIV djuk
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21. An IP address is composed of

............ .

(A) Numbers and letters

(B) Only numbers

(C) Special characters

(D) Only letters

22. Which protocol is used to secure

data transfer over the internet ?

(A) HTTP

(B) FTP

(C) HTTPS

(D) SMTP

23. What does DNS stand for ?

(A) Digital Network System

(B) Domain Name System

(C) Direct Network Service

(D) Digital Name Service

24. Which is NOT a web browser ?

(A) Fire fox

(B) Safari

(C) Bing

(D) Edge

21. ,d IP ,Mªsl cuk gksrk gS -------------A

(A) vadksa vkSj v{kjksa ls

(B) dsoy vadksa ls

(C) fo'ks"k o.kks± ls

(D) dsoy v{kjksa ls

22. baVjusV ij lqfj{kr MsVk LFkkukarj.k djus

ds fy, dkSu lk izksVksdkWy mi;ksx fd;k

tkrk gS \

(A) HTTP

(B) FTP

(C) HTTPS

(D) SMTP

23. DNS dk iwjk uke D;k gS \

(A) fMftVy usVodZ flLVe

(B) Mksesu uke flLVe

(C) Mk;jsDV usVodZ l£ol

(D) fMftVy uke l£ol

24. fuEufyf[kr esa ls dkSu lk osc czkmtj

ugha gS \

(A) Qk;jQkWDl

(B) lQkjh

(C) fcax

(D) ,t
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25. osc loZj dh Hkwfedk D;k gS \

(A) osc ist LVksj vkSj iqu% izkIr

djuk

(B) bZesy [kkrs izcaf/kr djuk

(C) baVjusV dusfDVfoVh iznku djuk

(D) osc ist fMtkbu djuk

26. bZ&dkWelZ D;k gS \

(A) i;kZoj.k vuqdwy O;olk; dk

vH;kl

(B) bUVjusV ij oLrqvksa vkSj lsokvksa

dh [kjhn vkSj fcØh

(C) vkWuykbu O;kikj cSBdsa vk;ksftr

djuk

(D) O;olk; esa bysDVªkWfud midj.k

izcaf/kr djuk

27. fuEufyf[kr esa ls dkSu lk ,d yksdfiz;

bZ&dkWelZ IysVQkWeZ gS \

(A) Qslcqd

(B) vestu

(C) fofdihfM;k

(D) xwxy Mªkbo

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. 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. 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

28. bZ&dkWelZ esa lkekU; Hkqxrku dh fof/k D;k

gS \

(A) udn

(B) ØsfMV dkMZ

(C) psd

(D) cSd Mªk¶V

29. fdl 'kCn dk mi;ksx /ku ds bysDVªkWfud

gLrkarj.k ds fy, fd;k tkrk gS \

(A) EFT

(B) ETF

(D) ETP

(D) ETL

30. bZ&dkWelZ esa ‘B2B’ dk D;k vFkZ gS \

(A) fctusl Vw ck;j

(B) ck;j Vw ck;j

(C) fctusl Vw fctusl

(D) fctusl Vw cSad

31. cSad dk izkFkfed dk;Z D;k gS \

(A) lkekuksa dk fuekZ.k djuk

(B) foÙkh; lsok,a iznku djuk

(C) chek cspuk

(D) dkuwuh lykg nsuk
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32. fuEufyf[kr esa ls dkSu lk ,d cSad [kkrs

dk izdkj gS \

(A) ½.k [kkrk

(B) ØsfMV [kkrk

(C) psfdax [kkrk

(D) MsfcV [kkrk

33. cpr [kkrs dk mís'; D;k gS \

(A) ½.k iznku djuk

(B) /ku laxzfgr djuk vkSj C;kt v£tr

djuk

(C) 'ks;j cktkj esa fuos'k djuk

(D) fcy Hkqxrku djuk

34. ATM dk iwjk uke D;k gS \

(A) vkWVkseSfVd VªkalQj e'khu

(B) vkWVksesVsM Vsyj e'khu

(C) vkWVkseSfVd VªkatsD'ku e'khu

(D) vkWFkjkbTM VªkalQj e'khu

32. Which of the following is a type of

bank account ?

(A) Loan account

(B) Credit account

(C) Checking account

(D) Debit account

33. What is the purpose of a savings

account ?

(A) To provide loans

(B) To store money and earn

interest

(C) To invest in the stock market

(D) To pay bills

34. What does ATM stand for ?

(A) Automatic Transfer Machine

(B) Automated Teller Machine

(C) Automatic Transaction

Machine

(D) 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. Who can request information under

the RTI Act ?

(A) Only government officials

(B) Any citizen of India

(C) Only legal professionals

(D) Only journalists

35. fuEufyf[kr esa ls dkSu lh ,d cSafdx

lsok ugha gS \

(A) ekWxsZt ½.k

(B) cpr [kkrs

(C) fuos'k ijke'kZ

(D) osc gksfLVax

36. lwpuk dk vf/kdkj vf/kfu;e (RTI) dk

eq[; mís'; D;k gS \

(A) ljdkj esa ikjn£'krk vkSj tokcnsgh

dks c<+kok nsuk

(B) lwpuk izokg dks fu;af=r djuk

(C) lwpuk rd igq¡p dks izfrcaf/kr

djuk

(D) ljdkjh jgL;ksa dh j{kk djuk

37. lwpuk dk vf/kdkj (RTI) vf/kfu;e ds

rgr lwpuk dkSu ekax ldrk gS \

(A) dsoy ljdkjh vf/kdkjh

(B) Hkkjr dk dksbZ Hkh ukxfjd

(C) dsoy dkuwuh is'ksoj

(D) dsoy i=dkj
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38. What is the role of the Public

Information Officer (PIO) ?

(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. 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

38. tu lwpuk vf/kdkjh (PIO) dh Hkwfedk

D;k gS \

(A) pqukoksa dh fuxjkuh djuk

(B) RTI ds rgr ekaxh xbZ tkudkjh

iznku djuk

(C) tu f'kdk;rksa dk izca/ku djuk

(D) dkuwu vkSj O;oLFkk ykxw djuk

39. RTI vf/kfu;e ykxw djus ds fy, dkSu

lh laLFkk ftEesnkj gS \

(A) dsUæh; lwpuk vk;ksx

(B) loksZPp U;k;ky;

(C) pquko vk;ksx

(D) x`g ea=ky;

40. RTI vf/kfu;e ds rgr fdl izdkj dh

tkudkjh vLohdkj dh tk ldrh gS \

(A) ljdkjh [kpZ dk fooj.k

(B) jk"Vªh; lqj{kk dks izHkkfor djus okyh

tkudkjh

(C) lkoZtfud ifj;kstukvksa dk fooj.k

(D) lkoZtfud deZpkfj;ksa dks osru
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Rough Work/jQ dk;Z
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Rough Work/jQ dk;Z


