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DO NOT OPEN THE BOOKLET UNTIL YOU ARE ASKED TO DO SO. 

जब तक कहा न जाये,पिुAतका न खोल. । 

FIRST READ ALL THE INSTRUCTIONS / पहले सभी िनदOश- dks पढ़ ल. । 
Important Instructions / महQ वपूणU िनदOश 

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. 

इस _` न पa म. 40 बहbिवकc पीय _` न हd । सभी _` न अिनवायU हd व _Q येक _` न 01 अंक का ह।ै गलत 

उQ तर के िलए अंक नहi काटे जाय.गे। 

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. 

_Q येक _` न के चार उQ तर िवकc प (A), (B), (C) एव (D) िदए गए हd । आपको उपयoु त उQ तर िवकc प 

का चनुाव कर mRrj vks-,e-vkj _पa पर अिंकत करना ह ै। 
3. For marking answers on OMR sheet, follow the detailed instructions given on the 

OMR Sheet. 

ओ0एम0आर0 _पa पर अपने सही उQ तर को िचि9हत करने के िलए _पa पर अंिकत िनदOश- का पालन कrिजए 

 । 

4. Use only Blue or Black ball point pen for marking on OMR. 

ओ0एम0आर0 पर िच9 ह लगाने के िलए केवल नीली या काली बॉल u वॉइ9 ट पैन का ही इA तेमाल कrिजए। 

P.T.O. 



A-1165 2 

 

1.  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  

 

 fuEufyf[kr esa ls dkSu lk dk;Z dk;kZy; dk ugha gS\ 

 A. esy dk izlaLdj.k 

 B. lIykbZ psu izca/ku 

 C. nLrkostksa dk laj{k.k   

 D. deZpkfj;ksa dh HkrhZ   

 

2- Which department in an office handles hiring and employee records? 

A.  Sales 

B.  Production  

C.  Human Resources (HR) 

D.  Logistics 

 

 fdlh foHkkx esa deZpkfj;ksa dh HkrhZ vkSj muds vfHkys[kksa dk izca/ku fd;k tkrk gS\ 

 A. fcØh   

 B. mRiknu   

 C. ekuo lalk/ku (HR)   

 D. ykWftfLVDl     

 

3- Which of the following shows the importance of an office in customer service? 

A.  Filing old newspapers 

B.  Handling complaints and inquiries professionally 

C.  Selling products at higher prices 

D.  Avoiding customer interaction  
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 fuEufyf[kr esa ls dkSu&lk fodYi xzkgd lsok esaa dk;kZy; ds egRo dks n'kkZrk gS\ 

A. iqjkus lekpkj i=ksa dks Qkby djuk  

 B. f'kdk;rksa vkSj iwNrkN dks is'ksoj rjhds ls laHkkyuk  

 C. mRiknksa dks vf/kd ewY; ij cspuk    

 D. xzkgd laidZ ls cpuk    

 

4- Which element involves getting work done through others? 

A.  Supervision  

B.  Decoration  

C.  Marketing 

D.  Cooking  

 

 fuEu esa ls dkSu lk rRo nwljksa ds ek/;e ls dk;Z djokus ls lacaf/kr gS\ 

A. i;Zos{k.k   

 B. ltkoV  

 C. ekdsZfVax    

 D. [kkuk cukuk 

 

5- Which of the following is a basic function of an office? 

A.  Planning 

B.  Collecting and recording information 

C.  Playing music 

D.  Driving vehicles 

 

 fuEufyf[kr esa ls dkSu lk dk;kZy; dk ,d ewy dk;Z gS\ 

A. ;kstuk cukuk  

 B. tkudkjh ,df=r djuk vkSj fjdkWMZ djuk 

 C. laxhr ctkuk 

 D. okgu pykuk 

    

P.T.O. 
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6- Which machine is used to duplicate documents? 

A.  Printer  

B.  Scanner 

C.  Photocopier 

D.  Shredder  

 

 nLrkostksa dh izfrfyfi cukus ds fy, dkSu lh e'khu mi;ksx dh tkrh gS\ 

A. fizaVj  

 B. LdSuj   

 C. QksVksdkWfi;j 

 D. JsMj 

 

7- Which of the following best describes management? 

A.  Only controlling people  

B.  Planning and organizing activities to achieve goals  

C.  Gossiping in the office 

D.  Watching employees work  

 

 fuEufyf[kr esa ls dkSu lk izca/ku dk lcls vPNk o.kZu djrk gS 

A. dsoy yksxksa dks fu;af=r djuk  

 B. y{;ksa dks izkIr djus ds fy, xfrfof/k;ksa dh ;kstuk cukuk vkSj mudk vk;kstu 

  djuk   

 C. dk;kZy; esa xi'ki djuk    

 D. deZpkfj;ksa dks dke djrs gq, ns[kuk  

 

8- Which type of office is becoming more popular today? 

A.  Jungle office  

B.  Virtual office 

C.  Circus office 

D.  Underground office  
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 vktdy dkSu lk izdkj dk dk;kZy; vf/kd yksdfiz; gksrk tk jgk gS\ 

 A. taxy dk;kZy;     

 B. vkHkklh dk;kZy;  

 C. ldZl dk;kZy;  

 D. Hkwfexr dk;kZy;     

 

9- Which section of the RTI Act defines ‘Public Authority’? 

A.  Section 2 (h) 

B.  Section 4 

C.  Section 6 

D.  Section 8 

 

vkjVhvkbZ (RTI) vf/kfu;e dh dkSu lh /kkjk ^lkoZtfud izkf/kdj.k* dks ifjHkkf"kr djrh gS\ 

A. /kkjk 2 (h)   

 B. /kkjk 4    

 C. /kkjk 6    

 D. /kkjk 8    

 

10- In what order do managers typically perform the managerial functions? 

A.  Organizing, Planning, Controlling, Leading  

B.  Organizing, Leading, Planning, Controlling 

C.  Planning, Organizing, Leading, Controlling 

D.  Planning, Organizing, Controlling, Leading  

 

 izca/kd vkerkSj ij izca/ku laca/kh dk;Z fdl Øe esa djrs gSa\ 

 A. vk;kstu] ;kstuk cukuk] fu;a=.k] usr`Ro  

 B. vk;kstu] usr`Ro] ;kstuk cukuk] fu;a=.k  

 C. ;kstuk cukuk] vk;kstu] usr̀Ro] fu;a=.k    

 D. ;kstuk cukuk] vk;kstu] fu;a=.k] usr`Ro 

  

P.T.O.               
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11- Which Internet application allows real-time collaboration on documents from 

 different locations? 

A.  Microsoft Paint 

B.  Google Docs 

C.  Windows Media Player 

D.  Notepad  

 

 dkSu lk baVjusV ,fIyds'ku fofHkUu LFkkuksa ls nLrkost+ksa ij jh;y&Vkbe lg;ksx dh 

 vuqefr nsrk gS\ 

 A. ekbØkslkW¶V isaV   

 B. xwxy MkWDl  

 C. foaMkst+ ehfM;k Iys;j     

 D. uksViSM  

 

12- 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  

 

 PIO ¼tu lwpuk vf/kdkjh½ fuEufyf[kr esa ls fdlds fy, mÙkjnk;h gksrk gS\  

 A. tkudkjh dks u"V djuk  

 B. vkosndksa dks RTI vuqjks/k djus esa lgk;rk nsuk    

 C. RTI izfØ;k ls cpuk     

 D. uhfrxr fu.kZ; ysuk   

 

13- Wha is a key benefit of digital indexing over manual indexing? 

A.  Takes up more space 

B.  Requires no electricity 

C.  Allows faster serach and retrieval  

D.  Involves less training 
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 eSU;qvy baMsfDlax dh rqyuk esa fMftVy baMsfDlax dk eq[; ykHk D;k gS\ 

 A. vf/kd LFkku ?ksjrk gS  

 B. fctyh dh vko';drk ugha gksrh    

 C. rsth ls [kkst vkSj tkudkjh izkIr djus dh lqfo/kk nsrk gS     

 D. de izf'k{k.k dh vko';drk gksrh gS  

 

14- What is the main purpose of indexing in office managment? 

A.  Writing emails 

B.  Organizing meetings 

C.  Locating information quickly 

D.  Buying office supplies  

 

 dk;kZy; izca/ku esa vuqØe.k (Indexing) dk eq[; mÌs'; D;k gS\ 

 A. bZesy fy[kuk  

 B. cSBdksa dk vk;kstu djuk  

 C. tkudkjh dks tYnh <wa<uk       

 D. dk;kZy; dh lkexzh [kjhnuk    

 

15- Which of the following is an example of outgoing mail? 

A.  Receiving a courier package 

B.  Internal memo between departments 

C.  Sending a customer invoice via email 

D.  Filing a document in records  

 

 

 

 

 

 

P.T.O.               
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 fuEufyf[kr esa ls dkSu ,d vkmVxksbax esy dk mnkgj.k gS\ 

A. dwfj;j iSdst izkIr djuk  

 B. foHkkxksa ds chp vkarfjd Kkiu     

 C. xzkgd dks bZesy }kjk buokWbl Hkstuk   

 D. nLrkost+ dks fjdkWMZ esa Qkby djuk     

 

16- Which of the following is a wireless method to connect to the internet? 

A.  Ethernet cable 

B.  Optical Fiber  

C.  Wi-Fi 

D.  USB drive  

 

 fuEufyf[kr esa ls dkSu&lk baVjusV ls tqM+us dk ,d ok;jysl rjhdk gS\ 

 A. bZFkjusV dscy     

 B. vkWfIVdy Qkbcj  

 C. okbZ&QkbZ    

 D. ;w,lch Mªkbo 

   

17- What is the primary purpose of e-commerce? 

A.  Watching movies online 

B.  Sending emails 

C.  Buying and selling goods and services over the internet 

D.  Writing books  

 

 bZ&dkWelZ (E-commerce) dk eq[; mÌs'; D;k gS\ 

 A. vkWuykbu fQYesa ns[kuk      

 B. bZesy Hkstuk      

 C. baVjusV ds ek/;e ls oLrqvksa vkSj lsokvksa dh [kjhn vkSj fcØh djuk 

 D. fdrkcsa fy[kuk 
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18- Which device is used to connect multiple computers in a network? 

A.  Mouse 

B.  Switch 

C.  Monitor 

D.  Scanner 

 

 usVodZ esa dbZ daI;wVjksa dks vkil esa tksM+us ds fy, fdl midj.k dk mi;ksx fd;k tkrk 

 gS\  

 A. ekml    

 B. fLop  

 C. ekWfuVj   

 D. LdSuj 

 

19- What is Google Sheets used for? 

A.  Drawing pictures  

B.  Creating and editing spreadsheets  

C.  Sending emails 

D.  Making video calls  

 

 xwxy 'khV~l dk mi;ksx fdl fy, fd;k tkrk gS\ 

 A. fp= cukus ds fy,  

 B. LizsM'khV cukus vkSj laikfnr djus ds fy,   

 C. bZesy Hkstus ds fy,  

 D. ohfM;ks dkWy djus ds fy,   

 

20- In what format may a Google Docs file be downloaded? 

A. .mp3 

B. .exe 

C. .docx 

D. .zip 

P.T.O. 
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 xwxy MkWDl Q+kby dks fdl Q+kWesZV esa MkmuyksM fd;k tk ldrk gS\ 

A. .mp3 

B. .exe 

C. .docx 

D. .zip 

 

21- What does LAN stand for? 

A.  Local Area Network 

B.  Large Access Network 

C.  Limited Area Network 

D.  Long Access Node 

 

 LAN dk iw.kZ :i D;k gS\ 

A. yksdy ,fj;k usVodZ  

 B. yktZ ,Dlsl usVodZ   

 C. fyfeVsM ,fj;k usVodZ   

 D. ykWUx ,Dlsl uksM   

 

22- What does B2C stand for in e-commerce? 

A.  Business to Client 

B.  Business to Customer 

C.  Buyer to Consumer  

D.  Business to Company  

 

 bZ&dkWelZ esa B2C dk D;k vFkZ gS\ 

A. fct+usl Vw DykbaV     

 B. fct+usl Vw dLVej  

 C. ck;j Vw daT+;wej     

 D. fct+usl Vw daiuh 

 

 



A-1165 11 

 

 23- How does e-commerce benefit businesses? 

A.  Limits customers to one location 

B.  Helps reach a wider global market 

C.  Increases paperwork 

D.  Slows down sales process 

 

 bZ&dkWelZ O;olk;kas dks dSls ykHk igq¡pkrk gS\ 

A. xzkgdksa dks ,d LFkku rd lhfer j[krk gS 

 B. oSf'od Lrj ij vf/kd xzkgdksa rd igq¡pus esa enn djrk gS 

 C. dkxth dkjZokbZ c<+krk gS   

 D. fcØh izfØ;k dks /khek djrk gS  

 

24- What is the primary function of a bank? 

A.  Manufacturing goods 

B.  Accepting deposits and lending loans 

C.  Providing entertainment 

D.  Regulating government policies 

 

 cSad dk eq[; dk;Z D;k gS\ 

A. oLrqvksa dk fuekZ.k djuk 

 B. tek Lohdkj djuk vkSj _.k nsuk 

 C. euksjatu iznku djuk   

 D. ljdkjh uhfr;ksa dks fu;af=r djuk  

 

25- Scheduled banks are those which:  

A.  Are included in the second schedule of RBI Act, 1934 

B.  Operate only in scheduled cities 

C.  Do not follow RBI regulations 

D.  Are cooperative banks only 

 

 

P.T.O. 
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 vuqlwfpr cSad (Scheduled banks) os gSa tks% 

A. RBI vf/kfu;e] 1934 dh nwljh vuqlwph esa 'kkfey gSa   

 B. dsoy vuqlwfpr 'kgjksa esa dk;Z djrs gSa   

 C. RBI ds fu;eksa dk ikyu ugha djrs gSa    

 D. dsoy lgdkjh cSad gksrs gSa  

 

26- In which e-commerce model do businesses sell goods or services to other 

 businesses? 

A.  B2C (Business to Consumer) 

B.  C2C (Consumer to Consumer) 

C.  B2B (Business to Business) 

D.  G2C (Government to Citizen) 

 

 fdl bZ&dkWelZ ekWMy esa O;olk; vius lkeku ;k lsok,a vU; O;olk;ksa dks csprs gSa\ 

 A. B2C ¼fctusl Vw dLVej½ 

 B. C2C ¼dLVej Vw dLVej½ 

 C. B2B ¼fct+usl Vw fct+usl½ 

 D. G2C ¼xoZuesaV Vw flfVtu½ 

 

27- What does ‘credit creation’ by banks refer to? 

A.  Banks giving loans to customers 

B.  Banks accepting deposits 

C.  Banks printing currency 

D.  Banks collecting taxes  

 

 cSadksa }kjk ^ØsfMV fØ,'ku* dk D;k vFkZ gS\ 

 A. cSadksa }kjk xzkgdksa dks _.k nsuk 

 B. cSadksa }kjk tek Lohdkj djuk   

 C. cSadksa }kjk eqnzk Nkiuk   

 D. cSadksa }kjk dj ,d= djuk 
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 28- Under which Act is the PIO appointed? 

A.  Right to Information Act 

B.  Right to Education Act 

C.  Consumer Protection Act 

D.  Indian Penal Code  

 

 PIO dh fu;qfä fdl vf/kfu;e ds rgr dh tkrh gS\ 
 A. lwpuk dk vf/kdkj vf/kfu;e   

 B. f'k{kk dk vf/kdkj vf/kfu;e 

 C. miHkksäk laj{k.k vf/kfu;e  

 D. Hkkjrh; naM lafgrk  
 
29- 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 vf/kfu;e dh dkSu&lh /kkjk lwpuk ds vf/kdkj ls lacaf/kr gS\ 
 A. /kkjk 1  

 B. /kkjk 3 

 C. /kkjk 7  

 D. /kkjk 12  
 
30- One of the major benefits of a paperless office is? 

A.  Increased paper usage 

B.  Reduced operational costs  

C.  More physical storage needed 

D.  Slower communication 

 

 isijysl vkWfQl dk ,d izeq[k ykHk D;k gS\ 
 A. dkxt dh c<+h gqbZ [kir  

 B. ifjpkyu ykxr esa deh  

 C. vf/kd HkkSfrd HkaMkj.k dh vko';drk   

 D. lapkj esa /khekiu 
 

31- Which of the following cannot be used for online payment (s)? 

A.  NEFT 

B.  IMPS 

C.  Demand Draft 

D.  Debit Card  

 

 

P.T.O. 
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 fuEufyf[kr esa ls fdldk mi;ksx vkWuykbu Hkqxrku ds fy, ugha fd;k tk ldrk gS\ 
A. ,ubZ,QVh NEFT 

 B. vkbZ,eih IMPS 

 C. fMekaM Mªk¶V    

 D. MsfcV dkMZ   
 
32- Which of the following is NOT considered as Public Authority under the RTI Act? 

A.  Government departments  

B.  Panchayats and Municipalities 

C.  Private companies receiving government funding 

D.  Foreign embassies in India 

 

 vkjVhvkbZ vf/kfu;e ds rgr fuEufyf[kr esa ls fdls lkoZtfud izkf/kdj.k ugha ekuk tkrk 
 gS\ 

A. ljdkjh foHkkx  

 B. iapk;rsa vkSj uxjikfydk,a   

 C. ljdkjh lgk;rk izkIr futh daifu;k¡    

 D. Hkkjr esa fLFkr fons'kh nwrkokl  
 
 
33- Which of the following is not a primary function of an office manager? 

A.  Leadership 

B.  Coordination 

C.  Dissemination 

D.  Recruitment 

 

 fuEufyf[kr esa ls dkSu&lk dk;Z dk;kZy; izca/kd (Office Manager) dk izeq[k dk;Z ugha 
 gS\ 

A. usr̀Ro  

 B. leUo; 

 C. lwpuk izlkj     

 D. HkrhZ  
 
34- What type of account holder is a person who holds an account along with one or 

 more persons? 

A.  Single account holder 

B.  Joint account holder 

C.  Minor account holder  

D.  Nominee 

 

 og O;fDr fdl izdkj dk [kkrk/kkjd gS tks ,d ;k vf/kd O;fä;ksa ds lkFk [kkrk j[krk 
 gS\ 
 A. ,dy [kkrk/kkjd     

 B. la;qä [kkrk/kkjd    

 C. ukckfyx [kkrk/kkjd        

 D. ukfer O;fä      
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35- What is the first level of appeal under the RTI Act? 

A.  Appeal to the Supreme Court 

B.  Appeal to the High Court 

C.  First Appeal to the First Appellate Authority within the public authority 

D.  Appeal to the Central Information Commission 

 
 RTI  vf/kfu;e ds varxZr izFke vihy dk Lrj D;k gS 
 A. loksZPp U;k;ky; esa vihy    

 B. mPp U;k;ky; esa vihy 

 C. lkoZtfud izkf/kdj.k ds Hkhrj izFke vihyh; izkf/kdj.k ds le{k izFke vihy   

 D. dasnzh; lwpuk vk;ksx esa vihy 
 
36- State Information Commissions are set up by: 

A.  Central Government 

B.  State Governments 

C.  Supreme Court 

D.  Election Commission 

 

 jkT; lwpuk vk;ksxkas dh LFkkiuk fdlds }kjk dh tkrh gS% 
 A. dasnz ljdkj   

 B. jkT; ljdkjsa    

 C. loksZPp U;k;ky;      

 D. pquko vk;ksx  
 
37- Which of the following is an example of a manual filing system? 

A.  Cloud storage 

B.  Filing cabinet with labeled folders 

C.  Google Drive 

D.  Email inbox 

 

 fuEufyf[kr esa ls dkSu lk eSuqvy Qkbfyax flLVe dk mnkgj.k gS\ 
 A. DykmM LVksjst  

 B. yscy okys Q+ksYMjksa ds lkFk Qkbfyax dSfcusV  

 C. xwxy Mªkbo 

 D. bZesy buckWDl  
  
38- The Right to Information Act was enacted in which year in India? 

A.  2002 

B.  2005 

C.  2010 

D.  1999 

 

 

 

 

 

P.T.O. 
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 Hkkjr esa lwpuk dk vf/kdkj vf/kfu;e (RTI Act) fdl o’kZ ykxw fd;k x;k Fkk\ 
A.  2002 

B.  2005 

C.  2010 

D.  1999 

 
39- What does URL stand for? 

A.  Uniform Resource Locator 

B.  Universal Resource Link 

C.  Uniform Reference Link 

D.  Unified Resource Locator  

 

 URL dk D;k vFkZ gS\  
 A. ;wfuQ+kWeZ fjlkslZ yksdsVj    

 B. ;wfuolZy fjlkslZ fyad  

 C. ;wfuQ+kWeZ jsQjsal fyad    

 D. ;wfuQkbM fjlkslZ yksdsVj  
 
40- What does E-Banking stand for? 

A.  Electronic Banking 

B.  Emergency Banking 

C.  Easy Banking 

D.  Essential Banking  

 
 bZ&cSafdax dk D;k vFkZ gS\ 
 A. bysDVªkWfud cSafdax   

 B. vkikrdkyhu cSafdax   

 C. vklku cSafdax  

 D. vko';d cSafdax  
 
 
 
 

***************** 


