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The figures in the margin indicate full marks
for the questions.
Q. No. 1 carries 1 mark each I1x5= 5
Q. No. 2 carries 1 mark each 1x5= 5
Q. No. 3 carries 1 mark each 1x4= 4
Q. No. 4 carries 2 marks each 2x5 =10
Q. No. 5 carries 3 marks each 3x2= 6

Total = 30
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1. Choose the correct option from the following : 1x5=5

e [l SRR ARl ww Te! Ay Tieea 3

(1) The ability to work with others is

S FTe N FET 2[00 (R

(1) Interpersonal Skill

e wrel

(i) Organisational Skill

Aeaiofe wEel

(i1i) Initiative
S
(iv) Perseverance

LA

(b) Which of the following signs define a formula in a spreadsheet ?

ool (Il 5% Tl CETETGS E <Ol TIRE W 2
s e L S
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(¢ Which menu option will you click on to insert shapes and images in

a presentation ?

(2GR 5TS Tgfe oI fba FARE TRt ol @aww (e oo sl
A 2

(i) Format

L e

(ii) Tools

(iii) Edit

fos

(iv) Insert

%010

(d Which of the following is not a parameter to describe an individual's

personality ?

w5 T fowds (@0 e ue fee 39w TR Mo a7 2

(i) Self-confidence
CIMIEC e
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(i) Openness
Pl
(iii) Neuroticism

fFerailbibes

(iv) Agreeableness

A9

(e)  Which of the following sentences is/are in passive voice ?
were fAal (@I 3T/ IR TGS SZ 2
(i) They are watching a movie.
(i) The clock was repaired by Raju.
(iii) He is sleeping in the room.

(iv) My pet dog bit the postman.

2. State whether the following sentences are true or false : 1x5=5
wee Tl AFTIE ¥F @ Wew ey a9 ¢

() Apple Keynote is an example of presentation software.

Apple Keynote T2(% bl (ATSHIGH TFO(IG HIZSe |
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() The default alignment of numbers in a cell is left alignment.
51 (5eTS AR G55 AL (202 ACTE |

() In the SMART technique for goal setting 'S’ stands for 'Simple'.
vy idiae ©RaTe I99R (@K1 WG (SMART) #&fewre 'S' 9 el 2R
'Simple'.

(d) Individuals, who focus on developing solutions that benefit society,
are called agricultural entrepreneurs.
s e TEE Toie IRAE TS TAEe Secat e (&3
e R TSl [@E |

(e) Self-management is also referred to as 'self-control.
F RS g-ad” e R =

3. Write the full forms of the following : (any four) 1x4=4

s frarzs A were e 1 ¢ (R bifabT)

(@) CRM

) 1SO

() BPM

(d) KPO

) ISP
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Answer the following questions briefly : (any five) 2x5=10

oS fral eTEs 5y el i (R o5

(@)

(b)

(c)

(d)

(e)

What are the five stages of active listening ?

Aerw wgag or AT TR0

Name any four time management applications and their uses.

RIGRIe! 51951 Bizs (NSt Gt N Sii%e 929 &0

What is business process outsourcing (BPO)? List some services

offered by Indian BPO companies.

AR elfe Siete: (R 5. &) Miw & 2 ool &, B ¢ @
SeReRl [few erpz & & e

What is an ERP system ? List any two ERP vendors.

2. . 1. foe@w 1 Qi 2 Kot 761 3. Wik, 3. oo i =i

List some ways by which we can reduce the amount of waste

generated.

GREE SR T TR0 W @ =T A w71 oAiE 2

List four online educational market places where people can learn

about the market and different trading techniques.

BIRG! SwaTEn s TS AN ol TS @R ek R o
fafen @i e e MRk A=)
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() What is Payroll ? List the components of Payroll.

(AT B (A 2 (R AR & 2

5. Answer the following questions : (any two) 3x2=6

e fml emaRs Sed WEl ¢ (Reiear gon)

(@) Explain three advantages of using ERP software.

3. o, 31, PoRa IRYR folabr AR 0t 4 |

() Explain three limitations of using a BPO for non-core activities.

- s AR @Ot R . T IRR fefGr RSl At 1 |

(c) What is a business procurement policy ? Write the benefits of a well-

designed procurement process.

e T S 2 @bt wE SR @ afE gReemR B
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