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(4x2) b. IOT 

3. Explain the block diagram of the computer system in 
detail. -, (8) 

4. Explain the following: 
a. Al 

Section-a 

1. What is Computer? What are the different types of 
computer? (8) 

2. Explain the basic concept of Information Technology. 
(8) 

Section-A 

Note: Candidates are required to attempt five questions in 
all, selecting at least one question from each section. The 
fifth question may be attempted from any section. AU 
question equal 1ifl marks. 

s 

l\'lax Marks: 40 Time Allowed: 3 Hours 

Course Title: Computer Fundamentals/ 

Course Code: BVML-1123 V . 

Programme: Bachelor of Vocation (Management and 
Secretarial Practices) Semester-I 

Paper Code: 1310 Exam Code: 111601 
(40) 
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7. What do you mean by Windows? Explain the anatomy 
of Windows. (8) 

8. Write the note on Desktop icons and Shortcut Creation. 
(8) 

Section-D 

. 5. What is System and Application Software? Compare 
them. (8) 

6. Explain the Applications of Information Technology. 
(8) 

Section-C 
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3. Why Stress Management is important in every 
workplace? Discuss. 

4. How employees can be protected against the major 
health issues faced by them at their workplace? Discuss. 

Section-a 

1. What is Work Culture? Discuss how it affects Work 
Management at workplace. 

2. What is Leadership? Discuss its role in the workplace in 
detail. 

Note: Attempt five questions in all, selecting at least one· 
question from each section. The fifth question may be 
attempted from any section. Each question carries 16 marks. 

Section-A 

Max Marks: 80 Time.Allowed: 3 Hours 

Course Title: Work Management, Workplace, Health and 
· Safety / 

Course Code: BVML-1324 V 

Programme: Bachelor of Vocation (Management and 
Secretarial Practices) Semester-I 

Paper Code: 1311 Exam Code: 111601 
(40) 

/ \ 
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7. What are investigation procedures and report? Discuss. 
8. Discuss the guidelines for forming a health and safety 

committee. 

Section-D 

5. Discuss major types of hazards faced by employees at 
their workplace in detail. 

6. What are risk control procedures followed by 
organizations these days? Discuss. 

Section-C 
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3. What is CHM? Explain the various types of CRM in 
detail, 

4. Explain the term CRM Road Map in detail. 

Section-B 

L What do you_ mean by customer information database. 
Explain the whole process of creation of customer 
information database. - 

2. Explain consumer behavior and factors affecting 
- consumer behavior. 

Note: Attempt five questions in all, selecting at least one 
question from each section. The fifth question - may be 
attempted from-any section. Each question carries 'I~ marks. 

Section-A 

Max Marks: itb Time Allowed: 3 Houis 

Programme: Bacheldi' of Vocation (Managemeritand __ 
- Secretarial Practices) SeJ.Yeste:r:i - 

Course Title: CustomerRelaffonship Managem.,,, 

Course Code: BVML-1325 J - - __ 

t>' 

Exam Code: 111601 
(S.O) 
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. . . . 

5. Give adetailed note on customer support methodology. 
6, Explain the skills required by a CRM manager and. his 

role and responsibilities. · 

Section-D 

7. What .do y~u mean by. ~RP?~TI~xplaln · its: b~nefits a~d · 
various modules. . · 

8. What do you mean by E-CRM? Explain the features and 
advantages of E-CRM. . . ·. 

· -. ·settion-c 

Digitized by KMV College Library, Jalandhar



Page 1 2123 

3. What is CRM? Explain the various types of CRM in 
detail. 

4. Explain the term CRM Road Map in detail. 

Section-B 

1. What do you mean by customer information database. 
Explain the whole process of creation of customer 
information database. 

2. Explain consumer behavior and factors affecting 
consumer behavior. 

Note: Attempt five questions in all, selecting at least one 
question from each section. The fifth question may be 
attempted from any section. Each question carries 16 marks. 

Section-A 

Max Marks: 80 Time Allowed: 3 Hours 

Course Title: Customer Relationship Managem/Y 

Course Code: BVML-1325 V 

Programme: Bachelor of Vocation (Management and 
Secretarial Practices) Semester-I 

Paper Code: 1312 Exam Code: 111601 
(40) 
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7. What do you mean by ERP? Explain its benefits and 
various modules. 

8. What do you mean by E-CRM? Explain the features and 
advantages of E-CRM. 

Section-D 

5. Give a detailed note on customer support methodology. 
6. Explain the skills required by a CRM manager and his 

role and responsibilities. 

Section-C 

c 
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3. ', Explain Centralized and. Decentralized filing system: in 
· detail. 

4, What is the need of ·indexing? Define various types of 
Indexing used in business. 

Section-B 

. Note: Attempt five questions · in an, selecting at least one 
question from each section. The fifth question may be · 
attempted from any section. Each question carries 'S''marks. 

Section-A 

1. What is.the importance of office? Why is it important? 
2. Define Office and various functions performed by an 

•. office. 

Course Title: Office Management 

Course Code.: 1:l~~1326 ~. 
. ;· "V"f ·. 

Time Ano~ed: 3 Hours · Max Marks: ·4,o 

. Programme: Bachelor of Vocation (Management and '. 
Secretarial Practices) Semester-I.·· 

" ) . . .___/ 

Paper Code: Cft5t· Exam Code: 111601 
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Section-D 

7. \Nhat do you mean 'by setting of work standard and 
''benefits of work standard. 

8. E?(pl~ .. in peed and types of office manuals used· in 
. business. . 

a. Record Management and its principles 
b. . Office forms .ans its types · 

6. Whatare the objectives and advantages of office forms 
used in business organization. 

s. Write a Note on 

· Section-C 
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3. Explain Centralized and Decentralized filing system in 
detail. 

4. What is the need of indexing? Define various types of 
Indexing used in business. 

Section-B 

1. What is the importance of office? Why is it important? 
2. Define Office and various functions performed by an 

office. 

Section-A 

Note: Attempt five questions in all, selecting at least one 
question from each section. The fifth question may be 
attempted from any section. Each question carries 16 marks. 

Max Marks: 80 Time Allowed: 3 Hours 

Course Title: Office Management 

Co~rse Code: BVML-1326 / 

Programme: Bachelor of Vocation (Management and 
Secretarial Practices) Semester-I 

Paper Cod~:'ut~ Exam Code: 111601 
(40) 
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7. What do you mean by setting of work standard and 
benefits of work standard. 

8. Explain need and types of office manuals used in 
business. 

Section-D 

used in business organization. 

5. Write a Note on 
a. Record Management and its principles 
b. Office forms and its types 

6. What are the objectives· and advantages of.office forms 

Section-C 
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3. What is Mail Merge? What are the steps to create a 
Mail Merge Letter? (8) 

Section B 

1. What is MS Word? Explain different parts of MS Word 
screen (8) 

2. Write a short note on: 
(a) Header and Footer 
(b) Steps to add Border to a document (2x4) 

Section A 

Note: Candidates are required to attempt five questions in 
all, selecting at least one question from each section. The 
fifth question may be attempted from any section. Each 
question equal marks (08 Mark). 

Max Marks: 40 Time Allowed: 3 Hours 

Course Code: BVMM-1127 

Course Title: MS Office-I 

Programme: Bachelor of Vocation (Management and 
Secretarial Practices} Semester-I 

Paper Code: 1314 
\~j 

Exam Code: 111601 
(40) 
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8. How to add multimedia in a presentation? Explain all 
options. (8) 

(2x4) 

7. Write the note on following: 
(a) Slide Transitions 
{b) Animation Effect 

Section D 

(8) background Objects? 

5. How to add New Slide using different layouts & how to 
apply theme to slides & background? (8) 

6. What is Slide Masters? How to insert and hide 

Section C 

4. Write steps to add picture in a document and how to 
format the picture. (8) 
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Max Marks: 80 Time Allowed: 3 Hours 

Semester-I 
Course Title: Basic Punjabi 

{30) 

Programme Exam Code Course Code 
Bachelor of Vocation (Retail 111801 BVRL-1031 \ v 

) Management) 
Bachelor of Vocation 111601 BVML-1031 / 
(Management and Secretarial v 

1 Practices) 
'/ ' Bachelor of Vocation 112201 BVAL-103(! 

(Animation) 
J Bachelor of Vocation (Textile 111201 BVTL-1031 ..,,,,,,,.... 

Design and Apparel v 
Technology) 
Bachelor of Vocation (Nutrition, 111401 BVNL-1031 -- v ,,,...,.. 
Exercise and Health) 
Bachelor of Vocation (Beauty 113801 BVBL-1031 - 

__ ... 
and Wellness) j!,~ 

Bachelor of Vocation (Artificial 114001 BVIL-1031 ,,...#" 
Intelligence and Data Science) V' 

, Bachelor of Vocation 113901 BVHL-1031- 4 
"' 

(Hospitality and Tourism) v {r 

J 
) 

} 

Paper Code: 1107 
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Max Marks: 80 Time Allowed: 3 Hours 

Semester-I 
Course Title: Punjabi (Compulsory) 

{200) 

114001 

113901 

113801 

111401 

111201 
112201 

v Bachelor of Vocation (Artificial 
Intelligence and Data Science) 

Bachelor of Vocation (Beauty and 
1 Wellness) 
J Bachelor of Vocation (Hospitality 

and Tourism) 

Bachelor of Vocation (Textile 
J Design and Apparel Technology) 

Bachelor of Vocation (Nutrition, 
J Exercise and Health) 

Bachelor of Vocation (Animation) 

111601 

111801 
Exam Code 

/ Bachelor of Vocation 
(Management and Secretarial 
Practices) 

Bachelor of Vocation (Retail 
Management) 

Course Code Programme 

Paper Code: 1103 
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Candidate shall attempt 5 questions in 1000 words, by at 
least selecting one question from each section and the 5th 

Max Marks: 80 Time Allowed: 3 Hours 

Semester-I 
Course Title: Punjab History and Culture 

(30) 

114001 

113901 Bachelor of Vocation 
J (Hospitali and Tourism) 

Bachelor of Vocation 
/ (Artificial Intelligence and 

Data Science) 

113801 

111401 

111201 

) Bachelor of Vocation 
(Beaut and Wellness) 

) Bachelor of Vocation 
(Nutrition, Exercise and 
Health) 

Bachelor of Vocation 
J (Textile Design and Apparel 

Technolo ) 

Course Code 

112201 

111601 

111801 
Exam Code 

J Bachelor of Vocation 
(Animation) 

Bachelor of Vocation 
} (Management and Secretarial 

Practices) 

Bachelor of Vocation (Retail 
Mana ement 

BVRL-1431 
Pro ramme 

Paper Code: 1112 

Digitized by KMV College Library, Jalandhar



Page 2 2123 

7. Discuss the life and teachings of Mahatma Buddha. 
8. Discuss the life and teachings of Mahavira. 

Section-D 

5. Discuss the religious life of people of Rig Vedic Age? 
6. Discuss the economic life of people of Later Vedic Age? 

Section-C 

3. Study the Social life of people of Indus Valley People. 
4. Describe the original home of lndo Aryans in Punjab. 

Section-B 

1. What do you know about the Physical Features of 
Punjab .. 

2. Describe the literary sources of the ancient history of 
Punjab. 

Section-A 

question may be attempted from any sections. Each question 
carries 16 marks. 
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Hindi Version 
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