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1. This paper consists of 40 multiple choice questions (M.C.Q.). All questions are

Compulsory and carry 01 mark each. There is no negative marking.
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2. 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.

T T % IR 3ccl 56T (A), (B), (C) T (D) few mu # | s1roeht 3uger 3t forehed
T TS L SR AL TAIAR T T Hfohd AT 2 |

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

OMR Sheet.
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4. Use only Blue or Black ball point pen for marking on OMR.
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1. Which layer of the OSI model does a typical network switch operate on?
A) Physical layer (Layer 1)

B) Network layer (Layer 3)

C) Data Link layer (Layer 2)

D) Transport layer (Layer 4)

HHRIC: Hedd RId 05| AISd B v TR UR BT =l 572
A) HIfd® TR (Layer 1)

B) Scdd URd (Layer 3)

C) ST foids TR (Layer 2)

D) TIAUIE TR (Layer 4)

2. Front office is mainly responsible for -
A) Data analysis

B) Technical processing

C) Welcoming visitors

D) Stock maintenance
The 3iiftha g U A febgas forg Rer g g -
A) ST TR

B) et TR

c) fafsred &1 @amTa

D) ¥l HeAq

3. EFT stands for -

A) Easy File Transfer

B) Electronic Funds Transfer
C) Enhanced File Tracking
D) Exit File Tool

EFT BT 3 g -

A) T IS SRR

B) SAGI D gy bR
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C) I9d W1 I
D) TfiTe Wigd g

4. Which of the following is NOT a function of an office?
A) Processing of mails

B) Supply chain management

C) Maintenance of Records

D) Recruitment of staff

Faffed & 9 3 W o1 Hrafad o151 82
A) ST DI FERIT

B) UWTs o Uae

c) NIy @1 TRem

D) T bt Hall

5. Google Drive provides
A) Online file storage

B) Printed copies only

C) Network modem

D) Offline-only documents
Google Drive UM 1 8
A) TS BTSd KRS
B) ad flics dituar

C) Acad AIgH

D) had B AT Gl

6. According to Henry Fayol, management includes

A) Only controlling

B) Forecast, plan, organize, command, coordinate, control
C) Only planning

D) Hiring and firing
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) U & SR, Y B M |
A) had 0 HRAT
B) Q@A ST, TS ST, T BHRAT, TSR ST, T AT, a0 e

C) Had AT ST

D) FgfeRT 3R T

7. The system where index data is stored and searched electronically is
A) Digital indexing

B) Mechanical filing

C) Paper archiving

D) Courier system

I8 e FSrTH ST (index) ST 1 3Ad e T V FUEId 3R GIST AT 8, I8 & -
A) f&fSTed srgepor

B) A (-iop el BTSN
C) TR 3BT
NEI I

8. Filing ensures

A) Loss of data

B) Proper ordering, storage & easy access
C) Increased confusion

D) None

TSI G el &-

A) ST BT THAMH

B) ST %, TUGUI T4 3 Ugd

C) Y H gfG

D) S8 A PIS Tel

9. Discussion forums are helpful for -

A) Official letter typing
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B) Online collaboration

C) Printing reports

D) Offline indexing

Discussion forums STANT I § -
A) STTRRTR S U eT=fiT & forg
B) SMT-TelTs HgdIT & fery

¢) Fuid fiie & & ferw

D) 3TthaiTg ST & ferg

10. Modern filing techniques include
A) Horizontal & vertical

B) Temporary & permanent

C) Manual & digital

D) Loose & tight

3MYfIH IS dapeiteh! B QM| -
A) BTRSIT<d 3R aféhd

B) 3T Td Rt

¢) Ag3rd vd faforea

D) W IR T8

11. Which section of the RTI Act deals with the right to information?
A) Section 1
B) Section 3
C) Section 7

D) Section 12

RTI TaC 1 I T YR a1 & BRI JST 82
A) TaH 1
B) Yo 3
C) HaRM 7
D) YR 12
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12. Indexing helps in

A) Destroying files

B) Searching the location of files
C) Delaying process

D) Installing software

SHJhHUT (Indexing) WW%—
A) TS 1 T8 B |

B) ThTSdl o I 1 @loi H

o) uihaT A G B |

D) AItedtR $eTd B3 H

13. What is a client in a client-server network?

A) A device that provides services and resources

B) A device or program that requests services from a server
C) A device that stores all network data

D) A backup system

FATSC-gdR Aeads T False o1 gidl |2

A) T SUBROT ST VAT 3R G T Bl &

B) U1 JUHRUT T TR S ok & HaTd SFRIY HT §
C) U1 USRS R Aeqdh o1 Sel YIRId Hdl §

D) %3 Red

14. LAN stands for -

A) Local Area Network

B) Light Area Network

C) Long Aerial Network

D) Limited Access Network

LAN &1 JUf &0 §

A) Aid TRAT Aead

B) ATgc URATAcdd
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C) AT TR Aeddh
p) ffircs Ty caw

15. The first function of management is -
A) Organizing

B) Controlling

C) Planning

D) Staffing

EIET?FT(Management) WWW%-
A) TG

SARREL

C) IS ST

o) e P

16. Which of the following can be used for making Instant payment?

A) IMPS

B) Banker Cheque

C) NEFT

D) All

ﬁgﬁﬁmwwwunstant payment)aaﬁ'mﬁ’nﬂwwg?
A) IMPS

B) Banker Cheque

C) NEFT

D) T

17. "The office is the nerve centre of a business" means
A) It is only used for storing files

B) It controls major activities

C) It is an outdoor department

D) It is only for accounts
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31T foraft faema &1 7d YR BT & HT Ada &,
A) SHH] XA R BTse TR P & [T BT g
B) U8 §S! Ufdeladivl &1 shelel Bl &

C) U8 U 3R feurdhc g

D) T8 Rith 3rbTdeq & U g

18. Right to Information allows citizens to

A) Make secret files

B) Access work inspection

C) Hide government information

D) Block officials

G BT SfYDR TR bl T PR B STHA ST S -
A) Tiche WBISd ST

B) TH o SR d g o]

C) BRI THBRI fSumT

D) SHfYHIRTT &l sdlich HIAT

19. URL stands for

A) Uniform Resource Locator
B) Universal Routing Link

C) Unique Reference List

D) User Resource License
URLST 3 § -

A) gHHH R dier

) YRIaRte wfe i

C) g YHhd fore

D) TR R eed

20. Which of the following is true about management?

A) Management is a system of authority
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B) Management implies good leadership
C) Management is dynamic and not static

D) All of the above

TetH & TR § FEfiied & 9 oH-a Sy I8l 82
A) TS T S{fIHBR YUIaH §

B) TEY T 31 3T Aqcd gial &

c) gsier Tifaefia B, fRR 18t

D) SWRIad gt

21. Pigeon hole system is used for
A) Networking

B) Arranging letters alphabetically
C) Broadcasting

D) Scanning documents

ST g oIl 1 JUANT foha STl &

A) AeafdT

B) 31&RI BI Sfethlafcrel dildh A AU B & fary
C) TR & ferw

D) SlagHCY P Wb B & forg

22. Which management principle states that each individual should report to only one boss in order

to avoid conflict and/ or confusion?
A) Division of command

B) Chain of command

C) Unity of direction

D) Unity of command

P T Uy Rigid Sd1d1 § o U AR I hddl T g1 919 bl RUIE B! I1feu difes ehrid
3R/AT YH Q 51 S Fab?

A) TR BT fHTS
B) STCRI b1 H&ell
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¢) iR &t upar
D) TG &I Thdl

23. Google Sheets is used for
A) Video editing

B) Spreadsheet work

C) Email backup

D) Browsing

Google Sheets T IUTNT fhaT SITaT §
A) IS HUTG

B) WiSkie B

C) SHA dH 3T

D) ST

24. Which of the following is used to ensure safe delivery of a letter?

A) Ordinary post

B) Registered post

C) Unpaid post

D) Temporary mail

U (Letter) B! GRI&T FSeliadt G &= & fore g & 9 fosaasr Sy fosar o g2
A) HTYRUT STk

B) USilghd Sl

QICEIRTUGIERSIED

D) SRR A

25. Search engine major steps: are:
A) Crawl - Index - Rank

B) Hit - Try - Test

C) Find - Save - Upload

D) Type - Save - Forward
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e o B GO Wb A el & -
A) I - TSR - P
B)fec- gk -cx

C) BIES - 99 - 3UdlS

D) CT3U - 19 - BhRRAS

26. What does B2C stand for in e-commerce?

A) Business to Client
B) Business to Customer
C) Buyer to Consumer

D) Business to Company

S.H1HY H B2C BT T HATS 87

o Y

INESERESENIE

B) faST4 ¢ e

C) SRR ¢ HhogiR
p) e g ot

27. Which filing system helps reduce dirt and protect papers?

A) Spike filing
B) Filing with boxes
C) Folder filing

D) Fixed indexing

B - BT Tomelt SISl &1 et I a3 IRIET Wa- § Aee Fdt 82

A) T3 I
B) ST & 1Y BIfeTT
C) PITSR IS
D) fheRs SSfaRiT

28. What does E-Commerce refer to

A) Electronic Communication
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B) Electronic Commerce - buying and selling goods/services over the internet
C) Electronic Customer Care

D) Online entertainment services

S BT 3 5.

A) SARIHD AR

B) 3QIaC e ATIORST — §ex-e & A1 § qegsil/Aarafi ot Tl 3R fas!

C) ZAaCI-d ATgdH JaT

D) TS ARSI JaTd

29. Amodem is used to

A) Connect to the Internet

B) Print files

C) Scan documents

D) Store CDs

HISH BT IUIRT fobaT STl 3
A) FC Y e B & forw
B) TSl ! flic & o forg
C) TEITAS Wh B & forw

p) Tt WR A & farw

30. A paperless office is one where
A) Only hard copies are used

B) Computer is not required

C) Usage of paper is minimized

D) Communication stops

TP UIRAY HRATCrd a8 Bl § o

A) Had BTS HIUT BT IUANT fobarn STTaT 8
B) HCR DI AT -Tg] gt

C) BT & UGN B YAdH fohar oIra §
D) TR §¢ 81 STaT 8
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31. RTI Act was introduced for -

A) Limiting data sharing

B) Increasing government transparency
C) Reducing file access

D) Promoting confidentiality

RTI ST R foam a1

A) ST IR HRA DI WA B & forg
B) TRPR! URSRIAT dgM & ferg

C) BISd! d Ugd &Y X o (o0

D) MU=l &1 §gIaT ¢ & fog

32. Which of the following is TRUE about NEFT?

A) It allows real-time money transfer 24x7

B) It is used only for international transactions

C) It enables electronic transfer of funds between bank accounts in India

D) It can be used without a bank account

NEFT & SR & F0 & & SH-I1 63 81 82

A) TE 24x7 Raet-ergd 7t ¢iawr &t Srgafa Sar

B) SHPI ST Bhad SRRAPII A-ia b [T §IdT 3

C) I8 HRA H 9% Wrdl & o9 S S TIAHR el Bl §
D) SYbT ITUNT &1 S @I @t fpan o vt @

33. The PIO is responsible for:

A) Destroying the information

B) Assisting applicants in making RTI requests
C) Avoiding the RTI process

D) Making policy decisions

pi0 &I oreRl gt &:

A) STHGRT Y BT

B) 3TAG] B! RTI 3HTAG B H FeTadl Bl
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C) RTI UfehaT & ST
p) HiforTd fAofa &=

34. ".org" in a domain name usually represents -
A) Commercial websites

B) Government agencies

C) Non-profit organizations

D) Educational institutions

SHTAHH "org" SR TR T §
A) TGRS IS

B) RPN} Toiterdr

C) TR-ATHHRI TS

D) RerfOres T

35. Which software-related office tool is used for documentation?

A) MS Word

B) Media Player

C) Anti-virus

D) Calculator

HTATA B Tl R SR & (TS fhd Wit daR gal &1 SUTNT T ST g2
A) THTY. 98

B) HITSTT IR

C) Tl-arRY

D) FaAFaR

36. In which topology does data travel in a circular direction from one device to another?
A) Ring

B) Star

C) Mesh

D) Hybrid

14
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o CIararon H STeT U fSaTed 9 gER fearsy % Ugpar faxn # ¢ad &l 62
A) a1

B) ®R

Ok:El

D) BIRfSS

37. Tools like planning, decision-making, organizing relate to
A) Office maintenance

B) Management functions

C) Letter writing

D) Filing system

A) PTITAT TRETTT
B) Usit TS

C) U oRa

D) WRTSfeiT orTedt

38. Which application is best for preparing presentations?
A) Google Sheets

B) Google Slides

C) Google Docs

D) Google Blogger

TSI IR FHRA & foT o 19-1 UGTh e Tad S /7
A) T e

B) TTCT WSS Y

C) T Sidd

D) TFTdl &R

39. Which module is used for file movement in E-Office?
A) eFile

15
A-0249

P.T.O.



B) eDraft
C) eTour
D) eLeave

E-Office T T &1 SATATSTTE! & foTT -1 Higgd SUdIT BIdl 62

A) eFile

B) eDraft
C) eTour

D) eLeave

40. BHIM stands for what?

A) Bharat International Money
B) Bharat Interface for Money
C) Banking Interface for Mobile

D) Bharat Internet Money
BHIM T ORT T &1 82

A) HR SR HHT

B) HIRd Sy B} Hl

¢) ST SBE BR HiSRd
D) HRd $c=c H+l
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