
Exam. Code
Subject Code

111501
9231

Bachelor of Vocation (Management & Secretarial Practice)

I't Semester

COMMUNICATION SKILLS IN ENGLISH_I

Paper-I

Time Allowed-3 Hours] fMaximum Marks-50

I. Read the following passage carefully and answer the

question that follow :

In these 'look good' times, the quest for slimming
has broken all barriers ofclass, age and gender. in cities
today professional dieticians and health clubs are in greater

demand than ever before. It is amazing to see persons

who genuinely need a weight reduction agenda joining the

treadmill or following a diet chart along with those whom

the thoughts of shedding a few kilos have come 1o stay

only as a fad.

Most of the times, it is found that losing extra weight

is a temporary event followed by a regain. The much-
talked- about diet and the other workout plan remain
unsuccessful because they fail to alleviate the basic reasons

of obesity. Weight gain and obesity are complex problems

arising out of multiple reasons like heredity, dietary oddness,

lack of activity and hormonal disturbances, nevertheless,

the changing lifestyle has made even the teenagers prone
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V. Do as directed. All questions are compulsory.

Complete the sentences. Put the verb into correct form.
positive or negative :

(1) The bed'was very uncomfortable. I
(sleep)

(2) The window was open and a bird
room. (fly)

Change the Voice :

(3) I taught Ravi English.

(4) They laughed at the joker.

Change the Narration :

(5) "I shall play tennis next year,', he said.

(6) "Do you eat spicy food ?', said Jenny.

Combine the following pairs of sentences into single
sentences :

(7) He deserved to succeed. He failed.

(8) James is going to the U.S. He wants to pursue higher
education there.

Put a tick mark ({) against the correct word given in the
brackets :

(9) Did you hear the (latest, last) news ?

(10) He is not fond of (this, these) kind of sweets.

I x 10:10

well.

into the

ts9t(2117)tBSs-26847 100
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2.

Exam. Code : 111601
Subject Code : 9232

Bachelor of vocation (Management & Secretarial practice)

1't Semester

PUNJABI COMPULSORY

Paper-II(i)
Time Allowed-Three Hoursl [Maximum Marks-50

1. 'Wa iffutlr. + Ar ffi, *q s rry ffir
t"

'€s"strS qETrc ar3 xdu' &q s. f<H-,--<Eg fElr.a
aat 10
4tflF ftH d a.f<s'' (4i7p.sr: s rq fu€ r

tt
fr< glr,:a qarr€1 et Tf,<s' ,e-r, gr fugr-g63.
ftrq r i0

3. i6'ffiiztr Hpflr-t€. ffi E{ ,A riy a-or at :

fO >rs ym fr Hfg*s.
(),i) 5d H€t
(u) qH-crEdI 

5
4. '+f. ,.+ A ffii ilE qpr C €?d fuQ ,

U-r's fttq d Ir. t uie ffi- ,-+o u.et enr'a;
gip+r. fr, ,ra rE gJ eurr reft"J- s. gu )i"ls,flrxt
rt t +r.rf.F H-o m A ufo15i fu TTrrrr6ta{r e1 +H
a-es fr Hlidr-s rff€ i a E!"1 sc fur,rr, J ad
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Frs F"n'Ffr ilH'*ilq +fr zrs rdrs Af 
=.,-fu ffivc fup+r. t Frarrd ee f Lrftrs- ffi H.fE zl.. ffi

d-6 )idTet o dat fr, ,ra rrrs i qA- t k?r.il J
lE-6T,8 E-a fu'r urrfprr. t frd. u.bra- Bt tdu, .,fr
g-* g fi{& ffi fe,{'u 60T dddr t,,

(1) yd6 frtur Hrurr fuQ fdpr. trt ?

(2) yaa fitu frftp,.Fifr ffi a fupin fr I
(3) tt-ozr fifur Ed ffi efurr. i
(4) tq u qrd<. ffirr ffir
(5) B6fra ffie. i ,roe ffi I 5

s. fu4trd afr us I Sg.d-6 E€r'-6 i arqr J ffi u.
EESiTEkiI1 dd I

irr
rifrEt Err €tiri tq-dq €aoforr. gira ea H-r

10
(t. dEr e r4ra ea :

(1) HB ilF g 41cr€r rrrra a? t

(z) uftl-sl ym t rrforlr.16 i€u ftru$r?.rr-E}ifrfta€
r€dar. rs ?

(3) fr yr. et rrfuym Br
(4) g*1yr.i*0 3arfq-,leudA Hft€rr3 nrihars

qra ilEd,-fi fue | 5x2:lo
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Exam. Code : 111601
Subject Code z 9233

Bachelor of Vocation (Management & Secretarial practice)

l't Semester

MUDHLI PUNJABI

Paper-II (ii)
TimeAllowed-3 Hours] [Maximum Marks-50

ta : nt urs *oE urrrfr oa r1. OcUHI silillr-ur fD-stl Es au ffit e-e-o oa ?ffir 6 6tf, rd-$E rd_d fuu-a o-s ra e-# e,
6+ fuBl 

*
OeUul furfr Er 6-' fu1 )?iH-fr ftrtr fo-rrlr Hig'
A f ftE S lElT a fda e-d6 Td ? 6? # fdo3i3 aB oa t fiq ;d a ,lrrfdi t m{E€l 102. riilEi t<-g Ua tre1 e'o eild furl3-ffi aa ?ffi E.fus rxr€r.

Frr
tiilEl Etr'{' {6 fdatrf 6df-}t,-sTr€i a6 ? i=.
a.B=,, u' 3 tu'-e e1 e-d-+ ffi dh1 n'Et a r'

10
3. Santru ofr ua t iriq-* E1 €ili H 6iB1 #e1ttfuAanHy€t lo4. f€Herr ffi e1 ym feFs fr rdry'iie1 t ? i#.

Uxa nia ,E ieara f€E-n { fd6, 4 ,fr,u1-t€"rdil;
Fd ffi Td-i ats1 #$ A i ro5. fufu?i'ebtr frEHr ffirii_ffir.f os ? ffi
H-Fos HliE€, 

*
fr-'d yw. lfs ssa firy, ftmn dfr r ffa eeai ag-rea HE-e feg 3E-Etsl ? dv ftuH ffi
rftrs di r

1s93(2r1DlBSS-26872
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Exam. Code : 111601

Subject Code z 9234

Bachelor of vocation (Management & secr€tarial Practices)

1't Semester

WORK MANAGEMENT, WORK PLACE,

HEALTH & SAFETY

Paper-III

Time Allowed-3 Hoursl [Maximum Marks-5O

SECTION-A

Note :- Attempt atl the len questions . Each question carries

1 mark.

1. (i) What is the need for work management ?

(ii) Define Acculturation.

(iii) What are formal grouPs ?

(iv) Define ethics.

(v) Define communication.

(vi) What are the causes of conflicts ?

(vii) Define hazardous work.

(viii) What are the source of risk at work place ?

(ix) Write the significance of safety measures'

(x) Define stress.

ts94(2111)IBSS-30160 (Contd.)
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SECTION-B
Note :- Attempt ten questions from this section. Each

question carries 2 marks.
2. What are the essentials of safe work procedures ?
3. what are the organisational barriers to communication ?
4. What are leadership traits ?

5. What should individuals do for time management ?
6. What makes work environment productive ?
7. What are the types of health issues at work place ?
8. What are the steps of safety inspection process ?
9. Describe the risk control procedure.
10. what are the legal provisions regarding emergencies

at work place ?
1 1. ' what can be the organisational strategies for stress

management ?

12. Write the role of health and safety committee.

SECTION-C
Note :- Answer four questions from the section.

Each question carries 5 marks.
14- Explain factors influencing group behaviour at work

place.

15. Explain the possible reasons for time drain and suggest
measures for time management.

16- Discuss various lifting and handling techniques for
safety at work place.

17 - Discuss the hazard identification and risk contror
procedure.

18. Discuss various emergency response techniques.

1594(2117)/BSS_30 I 60 t00
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Exam. Code : 111601
Subject Code : 9235

Bachelor of Vocation (Management & Secretarial
Practices) Irt Semester

COMPUTER FUNDAMENTALS

Paper-IV
Tirne Allowed_Three Hours] fMaximum Marks_50

SECTION-A
1. Fill in the blanks:__ lx10:10

(i) is known as the nervous system of the
entire computer system.

(ii) First-generation computers were manufactured
using technology.

(iii) processed data is callecl as -..----.-----'--.

-,/ (iv) . ---..__-- computers are completely based on the
new concept of Artificial Intelligence.

(v) OCR stands for _-
(vi) --.-- is Non-volatile memory.
(vii) is known as the father of computer.
(viii) LCD srands for
(ix) Anti-virus is an example of
(x) Set of instructions is known

1595(2117)/F,55_31191 I
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Exam. Code : 111601

Subject Code t 9236

Bachelor of Vocation (Management & Secretarial
Practices) ltt Semester

MS.OFFICE-I
Paper-V

Time Allowed-Three Hoursl [Maximum Marks-SO

Note :- Section A has 10 short answer type questions of

L mark each; all are compulsory.

Section B has L2 questions of 2 marks each.

TEN questions are to be attempted by the

candidate.

Seciion C has 4 questions of 5 marks each.

F.OUR questions to be attempted by the candidate.

SECTION-A (10x1=10)

1. What is difference between MS Word 2003 and

2007 ?

2. Write steps to create new word document.

3. How to edit header in word document

4. What is advantage of using mail merge ?

5. Write steps to create a table.

ts96(2117)tBSS-30s27 t (Contd.)
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Exarn. Code : l1l60l
Subject Code : -- 

9237
Bachelor of vocation (Management & secretariar practice)

C US TOMrN Nrr,IrilX,:H 
MANA GE'U*,paper_VI

TimeAllowed-3 Hoursl 
[uraximum Marks_75

Note :- This question paper consists of four sections.
SECTION-A

Note :_- This section has TEN shc
I mark each. Ail qr".tiorr, 

t answer questions of
the candidate. are to be attempted by

I. (a) Customers

(b) Channels

(c) Customer touch points
(d) Customerperceptions

G) Customer satisfaction

(D prospects

(g) Sales force automation

0, Aftrition rate

(, Cluster database

O Campaignmanagement. 
l0

tssT(2117)/BSS_3tJ91 
1
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Exam. Code : 111601
Subject Code : 9238

Bachelor of Vocation (Management & Secretarial
Practices) 1.t Semester

Paper-VII : DRUG ABUSE : pROBLEM,
MANAGEMENT & PRBVENTION

Time Allowed-3 Hoursl [Maximum Marks-50

SECTION-A
Note :- It will consist of five short answer type questions.

Candidates will be required to attempt
three questions, each question carrying 5 marks.
Answer to any of the questions should not exceed
two pages. 3 x5:15

1. What do you mean by Drug Abuse ?

2. Write the types of drugs on Social Basis.

3. Discuss Drug Abuse as an International problem.

4. Write the symptoms of DrugAddiction at Early stage.

5. Historical Perspective of Drug Abuse.

SECTION-B
Note :- It will consist of four essay type questions.

Candidates will be required to attempt two questions,
each question carrying 10 marks. Answer to any
of the questions should not exceed four pages.

2x10:20

l. Write a note of the increasing problem of Drug
Addiction in Punjab.
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2. Meaning of Drug Addiction and reasons behind Drug

Addiction.

3. Write down short and long term effects ofAmphetamine.

4. Write about shon and long term effects of use of
A1cohol.

SECTION-C

Note :- It will consist of two questions. Candidates will
be required to attempt one question only. Answer

to the questions should not exceed 5 pages.

1 x 15:15

1. Explain the problem of Drug Addiction in India.

2. Write.about consequences of Drug Abuse in Punjab.

ng of Drug Addiction and reasons behind Drug
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