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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
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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

frferRad # & &9 1 B drifery &1 T8l 87
A. el BT TRADHRT
B. Wiy o Y&e
C. SIS T HRET0T
D.  HHTTRAT P

2. Which department in an office handles hiring and employee records?
A. Sales
B Production
C. Human Resources (HR)
D

Logistics

foreft faumr & sdaRal & wdt iR S il &1 yded fhar Sirar 27
A. ICEdl

5 PR
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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f=faRad # 9 dI—1 fadbey UTed War § drafed & Hed bl gar 87
A R FARR A Bl BISA HRAT

B. RIETIAl 3R Y8drs & YRR dRid | Gl
C.  SEEl Pl AMNH oI W =T
- C
D. UEd 9D A §a]
4. Which element involves getting work done through others?
A. Supervision

B Decoration
C. Marketing
D

Cooking

= 5 9 o 91 a9 RIS ARgH 9 BRI HRae 9 Hefd 27

A. TRIgeTor
B. NNICH
C. HTb T

D. LCIGINCRIRI]

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

ffaRad # & o a1 SEfaa &1 v g ad 87

A. BISEIESEIGH)
B. STHHRT Thiad HRAT 3R Rl Hel
C. SUISECNlRI

D. died el
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6. Which machine is used to duplicate documents?
A Printer
B Scanner
C. Photocopier
D Shredder

AT BT IR 9 & forw oF 1 9909 ST &1 9y 87

A ez
B TR
C BICIHIUIR
D RSt
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

fa=foRaa § & o9 A1 Yde= &7 e 30T o Bl &

A. P ANl BT FRIFT B

B. F& B YT B B forg fAfAfERI @ DT 99T SR SHBT S mie
PHRAT

C. BT H TG HRAT

D.  HHAIRAT BT HH I Y Q&I

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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STl DI T UPR BT BraTerd Afed AIbUT BdT Sif N&T 27

A. ST Bty
B. MR BTl
C. Jbd BT

D.  9Ad BT

9. Which section of the RTI Act defines ‘Public Authority’?
A. Section 2 (h)
B Section 4
C. Section 6
D

Section 8

JRERMS (RTI) AT & DI T aRT A= ITfrhRoT bT gRIATRT Heel 87
A. gRT 2 (h)

B. gIRT 4
C. gRT 6
D. gIRT 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

JdUh AR IR Jee Geell drd fbd 59 § aed 87
A. STTATST, ATSTHT 11, fF=vn, “gea

B. JTIISH, =Iqd, ATSTT G741, frz=or

C. YIS €141, ST, BREL

D. AT I, TS, 3o, g

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

I T Sexe UaayH = el 9 gxdrdyll R Jd—argd 8N bl

argHfer <ar 87

A. AgHNTe Ue

B. DUGISIE]

C. faerer Aifear @R
D. Arcts

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 (S o 31freR)) fFrefalRad # & fhds foy STRerl gar 27
A. SIFBRT BT A HAT

B.  3MdGdl Bl RTI AJRIY PR H FEIAT <1

C. RTI Ufhar | g

D. iferra Aot o

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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Hgarel SSfaiTT @1 g # e sSfadT &1 g=&1 o @ 27
A fF T BRAT B

B. fASTell 1 3Taegehar w8l il

C.  Uoll ¥ W@IYl 3R IHSRI T e &I GiaeT <al ©

D. & TR F) ravFdmdr Bxil ®

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

HTATAT YaeT # STIHAY (Indexing) HT & IeeT RIT &7

A. e forer
B. dSh] BT JATATSTT BRI
C. SR Bl STeal ol

D. BT BT AT W@RIGAT

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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f=faRad & & 19 U 3MSTZT Al HT IaTexvl 87

A. BRIX YDl TG DA
B. faarT & 9 ndRe Fad
C. ATED P gHA §RT SAAGH HOTHT
D. TSl B RS H w5l HeAl
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

FrfoRad # & SIF—41 $e3c A FS7 BT T araRetd dRIdl 57

A TUREC DA
B. Jfftche BrgaN
L]
D. RS EIRSIRE)
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

S (E-commerce) &1 I Ieed HIT 57

A. TS fheH Qg

B. U WO

C. $e¥IC & ARIH W Il IR WAt B TG AR I A
D. foare foram
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18. Which device is used to connect multiple computers in a network?

A. Mouse
B Switch
C. Monitor
D Scanner

qCTH H Py HRYCI Pl IAMMUF ¥ Sired b oY {59 IUSROT & IUANT fdhar S

2?

A GISES
B Re=r

C Hifeey
D ThR

19. What is Google Sheets used for?

A. Drawing pictures

B Creating and editing spreadsheets
C. Sending emails
D

Making video calls

T e &1 SyanT fed forg far sirar 22
A o e @ forg

B. Wee g9 iR duIfed & & forg
C. 39 doH & fog

D.  AfeA BiaT B & forg

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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21.

22.

T S Bigel &l fhd Hife H SeAare fhar S daar g7

A. .mp3
B .exe
C. .docx
D .Zip

What does LAN stand for?

A. Local Area Network

B Large Access Network
C. Limited Area Network
D

Long Access Node

LAN &7 90T ®Y 7 87

A. bl TRAT Acdd
B. TSl YR -Iedd
c. fafics oRar wcas
D. IR R IS

What does B2C stand for in e-commerce?

A. Business to Client

B. Business to Customer
C. Buyer to Consumer
D. Business to Company

$—orad ¥ B2C &1 T aref 27

A. ENENECACT IR

B. ST € HeeH

C. IR T DG
D. oo™ T ®u

[&Y
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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

DA AT BT DA A U 87
A. YTED! Bl U I db HIAd 9T &
B. IRTPH TR W IS TTEH! TP Ugdd H 788 BT o

C. BTSN PRATS TSI &
D. ooy ufshar &1 o oxar ®

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

% &1 §= P T 2?
A IR &1 AT B

B. ST TP N HRAT 3R 0T ST

C. FANSTT UG Bl
D. RGN et o1 R dar

25. Scheduled banks are those which:
A. Are included in the second schedule of RBI Act, 1934
Operate only in scheduled cities

Do not follow RBI regulations

O 0 ®

Are cooperative banks only

P.T.O.
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31@?1%!?[ §% (Scheduled banks) @ & ST

A. RBI Ao, 1934 &1 A g # enfier &
B.  ad AIJYfId TRl H R B &

C. RBI & el &1 uree 81 &xd &

D.  @dd HEHNI 4% B ©

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)

fhd S—paY dfsd H FaAI (U A IT FAU =T JaATd] Dl Jad &2

A. B2C (IS T HecH)
B. C2C (PR T HECH)
C. B2B ([I5+9 <_ fdg4)
D. G2C (TaHe T fifesm)
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

doi gRT ‘BfSe fhoed &1 st 87
A dPi R UTEDI Bl KT o
B. IDl §RT ST WHR HRAT

c.  dPl gRT YaT BIUAT

D. Pl gRT HR UHH PRAT
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28.

29.

30.

31.

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

PIO0 @ frgfr fra aifdfeas & dgd @ et 27

A. I BT bR e

B. R1er &1 PR st

C. SUHRHT HRET0T AffH

D. qRAY §s dfgdr

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 IR & -0 aRT o & IaR 3 Hdfda 27
A. IRT 1
B. gIRT 3
C. gRT 7
D. gRT 12
One of the major benefits of a paperless office is?
A. Increased paper usage
Reduced operational costs

B.
C. More physical storage needed
D. Slower communication

YIRS S &1 Tdh W@ o R 87
A, BETS @ d¢1 s U

B. IRATAT AT § HH

C. ITfSrd Hifd TSRO BI SMagIHl
D. IR # A

Which of the following cannot be used for online payment (s)?
A. NEFT

B. IMPS

C. Demand Draft

D Debit Card
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frferRea § & fda SUANT SiFers Yae & fofw &1 fHar S |dbar 27?

A. UISUBEl NEFT
B. JMSUHYT IMPS
C. e goe

D. sfie Pre

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

IREITE Jffm & ded ffeRag § 9 fd Ardsifae uTfSexor F8) /T ST

2?
A. NAGINCEIN]
B. YA 3R ANRUTfTahTg
C. RGN FERIAT Ui Aol dafet
D.  WRd ¥ Rerd fageh gamEm
33. Which of the following is not a primary function of an office manager?

A Leadership

B. Coordination

C. Dissemination
D. Recruitment

fferRed § & S—1 R BRI Yaed (Office Manager) &1 Y@ H1RI w181

2?
A TIgE
B. NHY
C. AT TR
D. CN]|
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
I8 afdd fod IR o7 WARRS § ST e I 37fSd Ifpal & <A1l W&Tal &l
2?
A Thel YIARIIRD
B. IY<hH GRS
C. "IIGIIIrE'i‘I RCINICIREY
D. I s
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35.

36.

37.

38.

What is the first level of appeal under the RTI Act?
A. Appeal to the Supreme Court
Appeal to the High Court

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

Appeal to the Central Information Commission

RTI arfferag & siaifd uem ol &f ¥R &IT 8
ated =graTerd § e
I <R | 3

>

B.
C. ATdSIh TR0 & WIdR UrH 3TdTeld YIS0l & FHeT UIH 37Ulel
D.

DAl Gl A H A

State Information Commissions are set up by:
A. Central Government

B. State Governments

C. Supreme Court

D. Election Commission

S AT JARIFTT BT AT fhdds gIRT a1 el &
A BT WIR

B.  X¥ RN

C. Hdied =T

D. A IR

Which of the following is an example of a manual filing system?
A Cloud storage

Filing cabinet with labeled folders

Google Drive

Email inbox

OO0

(AN aN (N

FfefRad 3§ I B9 AT HJeTel HigfolT RiRed &1 IaTERT 27
ESISSRENE]
oIgel dTel BIeeR] & AT BISIT e
el g1
EUEEER IR

OO0 ®»®» 3P

The Right to Information Act was enacted in which year in India?
A. 2002

B. 2005
C. 2010
D. 1999
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Rd H GAT & IMABR [RAFTH (RTI Act) forsg av @, fam = enr?

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 &T T 31ef 87

A. I REN dldhex
B. Iade Rardt fofw
C. B YA fold
D.  IFwige RAN dlde

40. What does E-Banking stand for?
A. Electronic Banking
B. Emergency Banking
C. Easy Banking
D. Essential Banking

$—dfbT o1 T 3ref 27
A. SCIBCACIER
B. JMUTARTA SfdbT
C. AT T

D Jmaegd SfbT
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