
Exam. Code : ll 1602
Subject Code : 4gl7

Bachelor of Vocation (Management & Secretarial
practices) 2n,r Semester

COMMUNICATION SKILI,S IN ENGLISH
Paper-I

Time Allowed-3 I{oursl [Maximum Marks_35
Note :--All the questions are compulsory. Each question

carries 5 marks.

I. what points are bome. in mind while attendi,g a telepho,e
call ?

il. What are the components of a good conversation ?

III. You are Jasleen, a student of B.Voc. (photography and
Journalism). You are asked to speak on the therne of
religious intolerance in India ancr some parls of the worrd.
You are to address the morning assembly. I{ow will you
go about it ?

IV. India should improve the health of its oirizens with the
help of private participation" Do yolr agree with the
proposition ? / ,

V. You are Seerat. You are to stay at Mumbai fo. t*o./ny,
along with your fiiend. Book a clouble_room at a good
hotel" Enquire about the services provided by the hoter.
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VL Write the following words in IPA symbols :

(i) Peacock

(ii) Brurrboo

(iii) Singer

(iv) Improve

(v) Choose

(vi) Spread

(vii) Mother

(viii) Fililt

(ix) lby
(x) Ilut.

VII. Makes stress on the following words :

(i) Employee

(ii) Engineer

(iii) Consist

(iv) Agrin

(v) Blackbird

(ri) Afar

(vii) Magic

(viii) Capacity

(ix) Totrton"ow

G) Never.

ss2 l(2sl SycrT-39420 100

Digitized by KMV College Library, Jalandhar



Exam. Code : 11 1602
Subject Code : 4819

Bachelor of Vocation (Management & Secretarial Practices)

2nd Semester

Urd ft"fr
Paper-II(ii)

Time Allowed-3 Hoursl
i

[Maximum Marks-50

8e : s't urs ngfr o-o t

grdr-ufo6r

r. €) dq-ffi HTe. i dl s.€ a ? AS fa fq-ilg
xa-E ftnB r 5

(lr0 S, d-Tt[, ffi, 3r, F, flrBrg t6drr a HEIE

8E€r 5

(9 rrgr€ fr ge- t t $s-uae' Hfu mrra ai r

5

(H) tif, );frf5)fi+ A 6r f6r} I

ilat-efir
1t; il-F 6 rrfusry-s {e I

()"D IrB ArHr U- )fii5€ furarta ai r

(e) qEUfr fdul finr Hrr,E- fsry-a ai r

grr-{tr
(q ;i6d-r €'d d1 iit o-s r
()?D uH6e€-d ea fr iit oa t
(s) f€)rtru kd sil3 HrE €rB q7 srq ffi 1

3.

5

5

5

5

5

5
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Exam. Code z 111602
Subject Code : 4820

Bachelor of Vocation (Management & Secrrctarial Practices)

2nd Semester

PRINCIPLES OF MANAGEMENT

Paper-III

Time Allowed-Three Hours] [Maximum Marks-50

Note :- (l) Section A : Attempt all questions from this
section. Each question carries I mark.

(2) Section B : Attempt TEN questions from
this section. Each question carries 2 marks.

(3) Section C : Attempt FOUR questions from
this section. Each question carries 5 marks.

SECTION-A
1. Write a short note on the following (All

compulsory):-

(a) Scientific management.

(b) Transformational Leadership.

(c) Policies and rules.

(d) Hawthorne experiment.

(e) Self actualization need.

are
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Exam. Code z 111602
Subject Code : 4821

Bachelor of Vocation (Management & Secretarial

Practices) 2nd Semester

BOOK KEEPING

Paper-IV

Time Allowed-3 Hoursl [Maximum Marks-50

SECTION_A

(Attempt all questions)

l. Define drawings

2. DefineAssets

3. ExplainNet Profit

4. What is transaction ?

5. Define dual concept

6. Single entry system

7. Trade discount

8. What do you mean by capital ?

9. Balancing of accounts

10. Definegoods. l0x l:10
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SECTION_B
(AttemPt anY ten questions.)

Write notes on :

1. Double Entry SYstem.

2. Convention of materialitY.

3. Cash and Accrual basis of accounting'

4. Accounting cYcle.

5. Accounting equation approach to prepare vouchers'

6. Rule of debit and credit in case of personal account'

7. Difference between cash discount and trade discount.

8. Purchase and Sales return book.

9. Advantages of accounting.

10. Types ofaccounting standards.

11. Objectives of preparing trial balance'

12. Meaning of transaction using accounting equation'
l0x2:20

SECTION_C
(AttemPt anY four questions)

l. What do you mean by accounting ? What is the difflerence

between book keeping and accounting ?

2. Write notes on sales and purchase book with imaginary

figures.

3. What do you mean by journal ? What are the columns

ofjournals ?

4. How trial balance is PrePared ?

5. What do you mean by accounting information ? What are

the qualitative characteristics of accounting information ?
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Exam. Code z 111602
Subject Code : 4822

Bachelor of Vocation (Management & Secretarial
Practices) 2nd Semester

MS OFFICE_II

Paper-V

Time Allowed-3 Hours] [Maximum Marks-5O

Note :- Attempt all questions from SectionA. Each question

carries I mark. Attempt 10 questions from Section B.
Each question carries 2 marks. Attempt any
4 questions from Section C. Each question carries
5 marks.

SECTION_A
l. What is the difference between 'Save' and 'Save As'

options ?
2- How can the text colour in spreadsheet cells be

changed ?
3. What does merging of cells mean ?
4. What is Excel template ?
5. What is a table ?

6. What is the use of Print Preview feature ?

7. What is the diflerence between a fi.urction and a formula
in Excel ?

8. How is a relationship created between two tables inAccess ?

9. What is filtering inAccess ?

10. What is sub-query in Access ?
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SECTION-B
1. Define and distinguish between worksheet and workbook

in Excel.

2. What is a formula ? How a formula is created in MS

Excel ?

3. What do you mean by Cell, Cell Pointer and Cell Address ?

4. What is the difference between absolute address and

relative address ?

5. How discrete ranges can be selected in Excel ?

6. How Headers and Footers are added in an Excel sheet ?

7. What are data validation rules in Excel ?

8. What is the difference between database and tables in

Access ?

g. How is a Table created in Access ?

10. What are the types of relationships in Access ?

11. How is data sorted in Access ?

12. What is a rePort ?
SECTION-C

l. What are the types of data that can be entered in a

worksheet ? Illustate your answu with the help of suitable

examples.

2. What do you mean by functions in Excel ? Explain the

use of any five functions in Excel with examples'

3. What are the various types of charts available in Excel ?

Discuss the procedure to create charts in Excel'

4. What is a database ? What are the advantages of a

database ?

5. What is a Query ? Write the procedure to create a query

using multiple tables in MS Access.
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Exam. Code : ll1602
Suhject Code z 4823

Bachelor of Vocation (Management and Secretarial
Practices) 2nd Semester

DRUG ABUSE : PROBLEM, MANAGEMENT AND
PREVENTION

Paper-VII

TimeAllowed-3 Hoursl [Maximum Marks-50

Note :- Section A : Attempt any THREE questions. Each

question carries 5 marks. Answer to
any ofthe questions should not exceed

2 pages.

Section B : Attempt any TWO questions. Each

question carries 10 marks. Answer to
any of the questions should not exceed

4 pages.

Section C : Attempt any ONE question.

Question carries 15 marks. Answer to
any ofthe questions should not exceed

5 pages.

SECTION_A

1. Discuss the consequences of drug abuse on the individual.

2. Elaborate the role of medication for the treatment and to
reduce withdrawal effects.
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3. Explain the role of family in the prevention of drug abuse.

4. What is relapse management ? Elaborate.

5. How crime in the society is the consequence of drug
abuse ?

SECTION_B

l. Discuss the various law and order problems created by
drug abusers.

2. Elaborate Psycho-Social management for drug abuse.

3. Role of school in preventing drug abuse.

4. Explain the role of media in preventing drug abuse.

SECTION_C

1. Discuss various consequences of drug abuse.

2. How legislation can help in preventing drug abuse ?
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