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Sr. No. 5521

Exam. Code: 111602
Subject Code : 4486

B. Voc. Management & Secretarial Practices - 2nd Sem.

(2517)

Paper-I:Communication Skills in English

Time allowed: 3 hrs. Max. Marks: 35

Note:

1.
2.
3

- Attempt all qhestions. Each questi(;n carries Smarks.

-

Write a note on barriers to Effective Listening.

What are the components of a meaningful and easy conversation?

Suppose you are Amit. Your friend Ravi invites you to the inauguration of a
public health centre in his village. Accept the invitation. (Write a dialogue.)
Write a dialogue between two friends Rita and Mansi who meet at the
supermarket.

Science: Man’s best friend. Give your views on this statement.

Mark the stress on any five of the following words:

verify, facial; aloud, necessity, temper, denote, machine.

Transcribe the following words in IPA symbols. (Do any five).

special, ticket, blessing, told, about, express, onion.
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Sr. No. 5522
: ; Exam. Code: 111602
Subject Code : 4487

B. Voc. Management & Secretarial Practices - 2nd Sem.
(2517)
Paper-II(i): Punjabi Compulsory

Time allowed: 3 hrs. Max. Marks: 50
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Sr. No. 5524

Exam. Code: 111602
Subject Code : 4489

B. Voc. Management & Secretarial Practices - 2nd Sem.
(2517)
Paper - III: Abode Photoshop & Corel Draw .

Time allowed: 3 hrs. Max. Marks: 75

Note: Attempt any 5 Questions. All Questions cairy equal marks.

1.

£

Explain process of starting Adobe Photoshop and Opening files. In what ways is the file

browser like other palettes? Are there any differences? 15
What do you mean by resolution and image size? Explain straightening and cropping of
an image. 15
Explain transforming a selection and selecting with magnetic lasso in detail. 15
Why do we need layers in adobe photoshop? Explain in detail adding gradient and
applying layer style. 15
How we can create and edit a quick mask in adobe photoshop? explain in detail.

15
Explain different drawing tools available in corel draw. Also explain process of selecting,
resizing, rotating and skewing objects. 15
Explain difference between bitmap images and vector images. How we can convert
bitmap image to exporting image. 15

Explain following in Corel Draw
(a) Editing Text

(b) Artistic Text

(c) Modifying Text

(d) Color Models
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Sr. No. 5525
Exam. Code: 111602
Subject Code : 4490

B. Voc. Management & Secretarial Practices - 2nd Sem.
{2517)
Paper - IV: Fundamentals of Phonetics & Phonology
‘Time allowed: 3 hrs. Max. Marks: 50

Attempt any five out of the following questions. Each question carries 10 marks:
Discuss the function of lips and tongue in the production of speech sounds.
Discuss the features of General Indian English. :

What is a véwel sound? Differentiate between pure vowels and diphthongs.
Write a note on English consonant sounds.

What is intonation? Discuss the various functions of intonation.

Discuss stress rules in English.

0 b T O

Mark primary stress in the following words:

Import, present, geographic, dem_ocracy, understand

8. Write a note on the features of Connected English Speech.

5x10=50
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Sr. No. 5526

Exam. Code: 111602
Subject Code : 4491

B. Voc. Management & Secretarial Practices - 2nd Sem.

(2517)
Paper - V: Office Methods & Management
Time allowed: 3 hrs. Max. Marks: 75
NOTE: ATTEMPT ANY FIVE QUESTIONS. ALL QUESTIONS CARRY EQUAL MARKS. (15X5=75)

1. Define office management? Explain the elements of office managmenet.

2. What do you mean by records? Why records are created?

3. Define the term ‘Index’. What are the methods of indexing of files used in business organizations.
4. What are the various kinds of accounting machinés used in offices?

5. How office manuals are prepared? How would you ensure its use in offices?

6. What are the different safety hazards? Describe steps to improve office security.

7. How are the work standards set? Also discuss its benefits.

8. (i). Duties of an office manager

(ii). Centralized and decentralized filing system.
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