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veesš  :  oerIe& GòejerÙe ØeMve ~ ØeMveeW kesâ Deheves Gòej 800 mes 1000 MeyoeW ceW efueKeW~ meYeer ØeMve DeefveJeeÙe& nQ ~ 

Note:  Long Answer Questions. Answer should be given in 800 to 1000 words. 

Answer all questions. All questions are compulsory.  
 

   Section – A 
   KeC[ - De   DeefOekeâlece Debkeâ     :  18 

      Maximum Marks:  18 

 

1. Write down the types of secretories and dercribe their role & duties. 
 

2. Briefly describe the essential conditions and principal for A legal meeting and 

discuss the process of preparation & conduct of meeting. 

3. Describe the duties and responsblities of secretary before the meeting,duuring the 

neeting and after the neeting. 

 Section – B 

veesš  :  ueIeg GòejerÙe ØeMve ~ ØeMveeW kesâ Gòej 200 mes 300 MeyoeW ceW efueKeW~ meYeer ØeMve DeefveJeeÙe& nQ ~ 

Note:  Short Answer Questions. Answer should be given in 200 to 300 words. All 
questions are compulsory.  
 

4. Note down the duties of Office Executive. 

5. What do you mean by Quoram? 

6. Describe the order of activities in the process of meeting. 

7. Which points are to be kept in mind while preparing the proceedings of meeting? 

8. Write the specialities of Commercial Letter. 

9. Describe the main character of a good Report. 

 


