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Exam Code: 111601 Paper Code: 1310
(40) ‘ ‘

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

Course Title: Computer Fundamentals
Course Code: BVML-1123 \/
Time Allowed: 3 Hours Max Marks: 40

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. All
question equal ¥ marks.

Section-A

1. What is Computer? What are the different types of

.computer? (8)
2. Explain the basic concept of Information Technology.
(8)
Section-B

3. Explain the block diagram of the computer system in

detail. "~ (8)
4. Explain the following:

a. Al _ .

b. 10T . (4x2)
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Section-C

5. What is System and Application Software? Compare
them. (8)
6. Explain the Applications of information Technology.

(8)
Section-D

7. What do you mean by Windows? Explain the anatomy
of Windows. (8)
8. Write the note on Desktop icons and Shortcut Creation.

(8)
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Exam Code: 111601 Paper Code: 1311
(40)

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

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

Course Code: BVML-1324
Time Allowed: 3 Hours Max Marks: 80

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

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

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

Section-B

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.
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Section-C

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-D

7. What are investigation procedures and report? Discuss.
8. Discuss the guidelines for forming a health and safety
committee.
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FoR REAPPEAR cANDIDATES (2032-23)

Exam Code: 111661 Papeér Code: 450"
@0 : ‘

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

. Coui‘se Title: Customer Relationship Matn:igy
' Course Code: BVML-1325 o
Time Allowed: 3 Hours - Max Marks: Yo -

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

Section-A

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. i

Section-B .

3. What is CRM? Explain the var'iou_s types- of CVRM in
. detail. i
4. Explain the term CRM Road Map in detail.
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- Section-C

lee a-detailed note on customer support methodology
Explain the skills required by a CRM manager and his
role and responsablhtles

Section-D B

What do you mean by ERP? Exnlam its benefnts and
various modules. . '
- What do you-mean by E-CRM? Explain the features and

advantages of E- CRM

2123

Page?



Digitized by KMV College Library, Jalandhar

)

Exam Code: 111601 Paper Code: 1312
(40)

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

Course Title: Customer Relationship Management
Course Code: BVML-1325 \/
Time Allowed: 3 Hours Max Marks: 80

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

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.

Section-B

3. What is CRM? Explain the various types of CRM in
detail.
4. Explain the term CRM Road Map in detail.
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Section-C

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

Section-D

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.
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FoR REAPPEAR CANDIDATES ( Q028-23).

Exam Co_(ie: 111601 E .. Paper Code: Qs

- Progranﬁhe: Bachelor of Vocation (Management and *
Secretarial Practices) Seriester-I :

Course Title: Office Mahagement

Course Code: BVMLA1326  _—

“\,

Time Allowed: 3 Hours B . Max Ma_rks: Yo

. Note: Attempt"vﬁve ‘questidns in all, selecting at least one
‘question from each section. The fifth question may be
attempted from any section. Each questmn cames 8 marks.

Section-A

1. What is the importance of office? Why is it important?
2. Define Office and vanous functxons performed by an.
Ofﬁce ' :

Section B

= 'Explam Centrahzed and Decentrahzed ﬂlmg system in
detail. ' : '

4. What is the need of mdexmg’-’ Def‘ ine vanous types of-

Indexing used in business. . ‘ :;
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. Section-C

5. Write a Note on " .
“a. Record Management and its prmuplns
b. Office forms and its types-
6. What are the objectives and advantages of office forms
used in business o”rganization.. '

"Sectioﬁ-o

7. What do you mean by settmg of work standard and
" benefits of work standard. : ~

8. Explain need.and types of office manuals used in
~ business. - '
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Exam Code: 111601 Paper Code: 1313
(49)

Programme: Bachelor of Vocation (Management and
Secretarial Practices) Semester-1

Course Title: Office Management

Course Code: BVML-1326 /

Time Allowed: 3 Hours Max Marks: 80

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

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

Section-B

3. Explain Centralized and Decentralized filing system in
detail.

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

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
used in business organization.

Section-D

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.
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Exam Code: 111601 Paper Code: 1314
(40) : \

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

Course Title: MS Office-I

Course Code: BVMM-1127 \/

Time Allowed: 3 Hours Max Marks: 40

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 (68 Mark).

Section A

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 B
3. What is Mail Merge? What are the steps to create a

Mail Merge Letter? (8)

S SO S S )
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4. Write steps to add picture in a document and how to

format the picture. (8) (

Section C

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
background Objects? (8)
Section D

7. Write the note on following:
(a) Slide Transitions

(b) Animation Effect (2x4)
8. How to add multimedia in a presentation? Explain all
options. _ (8)
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Paper Code: 1107

S—

Programme Exam Code | Course Code
Bachelor of Vocation (Retail 111801 BVRL-1031 /
Management) M
Bachelor of Vocation 111601 BVML-1031 /‘
(Management and Secretarial 7
Practices)
Bachelor of Vocation 112201 BVAL-1031 /r"';
(Animation)
Bachelor of Vocation (Textile 111201 BVTL-1031 |~
Design and Apparel 1
Technology)
Bachelor of Vocation (Nutrition, | 111401 BVNL-1031 | .
Exercise and Health) .V
Bachelor of Vocation (Beauty 113801 BVBL-1031 | .~
and Wellness) v
Bachelor of Vocation (Artificial | 114001 BVIL-1031 |-~
Intelligence and Data Science) "
Bachelor of Vocation 113901 BVHL-1031. | "
(Hospitality and Tourism) |
Semester-1
Course Title: Basic Punjabi
(30)
Time Allowed: 3 Hours Max Marks: 80

S UH YRS 98 95| 99 Raws feu fea yms awsr
st 31 Uaet yas fan dt Rams fed stz 7 maer 31

IIF YHS T 16 nid I5|
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Aars-1
1. Ut niudt feg
2. U9 &8 Uz @@ w9 ¥ Qugos’ AN3 #Eardr
feg|
AaHEs-2

3. AU9s HI© ©F ufggmr fosd w3 Qergust fel |
4. 8, vfE, QU, AR »[AI39 &ar & U7 Ud FI€ 36|

Aams-3
5. WIB AH'G &% AYUS 10 AaE 54
6. TUY &% AYUI aTt 10 HIT Y|

AaHs-4
7. I3 © H3 fost ® a0 fau
8. &gt Hdtfent € a1 fau|
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Paper Code: 1103

Programme Exam Code Course Code
J Bachelor of Vocation (Retail 111801 BVRL-1421 L~
Management)

/ Bachelor of Vocation 111601 BVML-1421
{Management and Secretarial -t
Practices) .

¥ Bachelor of Vocation (Animation) | 112201 BVAL-1421 "
Bachelor of Vocation (Textile 111201 BVTL-1421 -
/| Design and Apparel Technology) W
Bachelor of Vocation (Nutrition, 111401 BVNL-1421 -
/| Exercise and Health) V1
Bachelor of Vocation (Beauty and | 113801 BVBL-1421 L~
/ Wellness) i
| | Bachelor of Vocation (Hospitality | 113901 BVHL-1421 L~
and Tourism)

. | Bachelor of Vocation (Artificial 114001 BVIL-1421 -~

Intelligence and Data Science)
Semester-I
Course Title: Punjabi (Compulsory)
(200)
Time Allowed: 3 Hours Max Marks: 80

32:- @ UA yHs a9 I9x haws fed’ fea yms a@sr
st 31 Unet yms far @ Rows s &tz 7 Aaer 91
IIX YRS T 16 mid T
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AAs-2
1. Jat &3 arfe Sfenit & yrar mfoz fenrfimr a9:

(®) ¥aardt T geiE,

o FoUte? off 3% & 27

at gA famr 397 €% 939

o AHE 39t 3% g37

o Aaut ¥ Sfamr &t

JET ITET IIT HSE B

H ger H'd 19 g3,

(nf) Wi »ingt T9R B9 §, fo3 Fuet 9 W)
3 nin a3 fema e, T nio T9dr @5 |

fea It /it ot U &, S faur fow W9 7,

2. Ae% Uaty ¥ afes v 7y fod )

Aams-st

3. ggz Jf3mr © oA feu &y = A9 f5d)
4. ¥3w €1 di99 Aae v femr @r3 oy
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N

RaES-A
5. Jo fadr fernrt 29" fam fEa 3 Ugr gus fau 1

®) nigErAs
(nf) SgHaTSt
(T) TS TIHaT

6. Jo f3 Ug 3§ Uz ¥ Yy’ © €39 ek

AUS FUs &g FoHast © nidd efd39 | 3 wiEde
HIIT FI&T 3T HI I & »idT g dar A | fdeat €
gust 393 fest 9 feast pushit & RS g3 AT

S 3Ty
ﬂ%fewﬁe?émaaawwﬁmﬂ%
ﬁ?ﬁ%ﬁ?ﬂﬂﬁgﬁﬁwﬁ%ﬁﬂ?ﬁmw
09 g®<s, TUJ JUles AUE Sariufos =o9r f*9
Tt A nigse a9 oo & mud M3-o® 5% Z59
H'F & Jt wiredt wiredt gser 31

E

8) fxost o Fux & T T widl 98 doit A?
wi) fiedt & Izt Sus &% o dfenm?

¥) Uufow =9n &9 It ud & & nigse a9 fenm?
A) U9 & goet fAgey el
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Rams-st
7. A9’ 3 &2 fad| |
8. Uadt gat fe@3 & ufgswr fod, Qo9w wiat 3 3z
f&a?

2123 Page 4



Digitized by KMV College Library, Jalandhar

Paper Code: 1112

Programme Exam Code Course Code
Bachelor of Vocation (Retail 111801 BVRL-1431 _L
Management) /
Bachelor of Vocation 111601 BVML-1431
(Management and Secretarial V»-P"’
Practices)

Bachelor of Vocation 112201 BVAL-1431 _4
(Animation) v
Bachelor of Vocation 111201 BVTL-1431 | .
(Textile Design and Apparel ]
Technology)
Bachelor of Vocation 111401 BVNL-1431
(Nutrition, Exercise and aul
Health) "]
Bachelor of Vocation 113801 BVBL-1431 _|~
(Beauty and Wellness) v
Bachelor of Vocation 113901 BVHL-1431 ~
(Hospitality and Tourism) \//
Bachelor of Vocation 114001 BVIL-1431 |
(Artificial Intelligence and \ ]
Data Science) -

Semester-I

Course Title: Punjab History and Culture
(30)

Time Allowed: 3 Hours Max Marks: 80

Candidate shall attempt 5 questions in 1000 words, by at
least selecting one question from each section and the 5%
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question may be attempted from any sections. Each question
carries 16 marks.

Section-A

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

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

Section-B

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

Section-C

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

Section-D

7. Discuss the life and teachings of Mahatma Buddha.
8. Discuss the life and teachings of Mahavira.
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Hindi Version
LiCEiR Ry

1. Yoig &) Gifde fadwael @ IR ¥ ang &1 wFa 87
2. UGE & UEE sfeN & 9reRal Widl 67 9ol
PITY |

JF—

3. Mg ardl & A & AT Silas BT g BN |
4. U9 ¥ 31 AT & YT O BT AT DN |

e

5. Fidfad T & Al & giffid Shiaw $1 gl He?
6. SR dfed T & ANl & IARIF Slaa T =@l H?

JFF—

7. WETC 989 & wiad SR Ruemsii @ =i #ifrg |
8. HEMER & wilgd iR Rremsii & ==t Hifog |
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