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eHad! g 9gIuN Tgard fayfaeme

Hifta faunirg ufeadt odten
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YW UY UF - WHII [ U4 dhiad (GEgHE)

SUBJECT CODE - 106

g - 1 92T ] [ sifereaw 3% - 50

fd=r. 9t 25 sl F IR T UAF Uy 2 3P FT g1 BUTHP 3 781 | Had UH
IR TEl 81 fAw T siunerR e W 9 faweu & WM a9 M &1 yufa: srar 11

1. 20 =4+ 3 x 2B HHEEAT -
(A)9 (B)10 (O 11 (D) 12

2. 2 P UHAd & 3! | o1 fordie

1000

(A) 0.0420 (B) 0.00042 (C) 0.0042 (D) 0.042

3. JEAT QW PN A CE G, 2

(A)H (B)I (O J (D)K

4. gfg 'BOOK' &I 'CPPL for@r &dr &, dl ‘PEN’ &) ¥ ferar smaam?
(A) QFO (B) QFP (C) QGO (D) QFN

5. YR & UYH FTHH B 47
(A) TGR UCH (B) ST Idix UG (C) U. FATGRAT g% (D) et S8IgR ARat

6. TN (50) T &l (2) fapamn ufa=ra gim?
(A) 2% (B) 4% (C) 5% (D) 10%

7. @ SATET 3T BIF W BT - 10, 14, 18, 22, 26 .....2
(A) 28 (B) 32 (C) 30 (D) 36

8. TH &1 HE IR G HT 3R 31 I8 I8 3R YSdT 81 31 3T 4T by fezn & 87
(A) Ef&mr 8) gd () ufdm (D) I

9. YRdIY HGUH Hd ARLEHAT?
(A) 15 3T 1947 (B) 26 ST 1950 (C) 26 FdaR 1949 (D) 2 AR 1950

10. ‘Blaex’ B JaY '3RdT’ I I ISR 8, oY e &1 Gay faa &2
(A) fagndf (B) faamem () 7@ (D) Fen



1. HIRd &1 A veft P 2
(A) HFTE (B) AR (C) @Il (D) IS

12. ITRIGS P IGHM ITUTd B 87
(A) diftee o Ra @) ReIa Rig () it s&t I 414 () 1. e Rig o
(D) &t WiTa i HIaR)

13. B! e agon Teard fayfaeneay o feg odf S fayfaem &1 awif urd
BT UT?
(A) 2005 (B) 2007 (C) 2009 (D) 2012

14. iy a¥ & fobam feA gla &7
(A) 364 (B) 365 (C) 366 (D) 367

15. YRd BT AP U HI-31 82
(A) Rig (8) 812l (C) s (D) fgun

16. @1 &1 SR (RTI) AT YRd & fovg av @ fasar mar ur
(A) 2002 (B) 2005 (C) 2008 (D) 2010

17. W, U 07 fHg Wa @ iR 32
(A) BIbT (B) BeaTd (C) YfeT (D) fohdbe

18.A, BHIHS 81 C, BBI A EI D, C T AT 81 A BT D I T Fay 82
(A) T (B) ATll/4H (Grandson) (C) TS (D) Tl

19. “ATM” ST TRT 19 &1 §?
(A) T T2H T (B) SficHcs coR HRIH (C) 3Tdl ¢rsH TR (D) UHIS< S-HhR HYS

20. Ty vaferor fee He w1 ST &7
(A) 5 S (B) 22 30 (C) 16 fadeR (D) 21 AT

21, IIREUE P foba forel &7
(A) 11 (B) 12 (C) 13 (D) 14

zz.waguﬁa%wmﬁwmﬁmmﬂmﬁimﬁﬁﬁmwm
EIRIEE
(A) U901 (B) B (C) a1 (D) AHTR

23, ITIRTGUE &7 3o el H1 82
(A) BR (B) HFTe (C) TIRAT (D) dial

24, FEfied oR wsal d 9 faww (31er) st gRAT:
(A) PI-dIe (B) ARSY (C) AffAex (D) filex TR

25. U ST H 40 HHARI 81 370 T 60% T8 ¢ | HATed & Higdl HHAIRA] o
T Tt 82
(A) 14 (B) 16 (C) 18 (D) 24
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ANSWER KEY

Q. No. | Correct option 13 (C)
1 (C) 14 (C)
2 (D) 15 (C)
3 (B) 16 (B)
4 (A) 17 (€)
5 (C) 18 (B)
6 (B) 19 (B)
7 (C) 20 (A)
8 (B) 21 (€)
9 (B) 22 (A)
10 (B) 23 (B)
11 (B) 24 (D)
12 (C) 25 (B)
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eHad! g IgON eara fyyfieea
Hiftra faunfia ufaarh afien
3 goft fafie (Lbc)
fedita us vz - aui=Tere wllen
SUBJECT CODE - 107
TG - 1 9eT] [ sferpaw 3iw - 50
e o misit 7 9 ot TR vl & SR AR ude w121, 3 BT R

1. 9t & BRU dF T & saEm # SRy A §U
Fadfya/Hdfid ER & ue Sfera mde fafeu) saem #t
fafrat &1 Iwera i SiR fafere ywTs T F3 &1 3|
BITI (10 37ch)

2. 3O SHIT H ¢ 5% Hul/AW B TR &1 SFRIY I 5L TH
St Hrfey fewuft R i | g, @ ik siifyd srars
BT I By

3. fayfaemcra & srfeg & fg 4okt Rt & uie T sde
fafau



10.

fedtg ez (rfa dfSten o1 g1 22 fordt Uz &t SIeR ST a1
e Ui Nerd 99y 390 Fa1-341 faavon ferar Srar 82

St § Whd @ oM g ufe xaraen/sfiael 1 te W
T TR PIY AR sarst 6 yde i gew@yqul 8

fyyfeemey & yafaRor TRemr U WWwsar SHaE & WganT ¢ Bt
fRufer & 3y g UepR & (U= IRTe <l

39 favg W T 80-100 Vel &I U Tfda siwse fafaw:
prafera & S § Frafta IufRufa ik w1 &t ured i gewagul
g

FHTaferg B €1 (Inward/Outward Dak) 1 91 Hed BidT 87 o1d ST8X
I P UF a1 2, ) 37 I Worex 7 A g paii?

AT U B B T G & 31opep faehrar & forg Tt
e faf@ul amdea § sdrst & snusl uikaites ¥HRE &
PR ATHIT AMBT|

FTafers B MOHFar (Confidentiality) ST I@HT &1 TS o7
gfg fdt ot gfien Seeh wIga &1 1d g1, df 3T 1 Jayr
A



RaollNo. ....oociiinininisiins
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eHad! e TgN et fayfaemer
Hftra frumfra wfanf vl

3aR 9vft fafie (Lbe)

P GIEIOT (Skill Test) U T

SUBJECT CODE - 108

|9 - 1 9eT] [ srfereay 3i® - 50

e el ve Wt & srgde (R sruar sish) #Y ergu B

fArdar: 19 few 7T s # Ms word B Fuffva gma & 1fier ergu &%)
erEftT Rd wHy ad, favm g, weal & o IR g qun s @
sl H1 =Y & 3G |

FTOTag &1 FTE Yo FU A WA $A $ forg el &1
HAY &1 Ulde, IR ay1 Rrfer g1 omaa® 31 vae
HHAN B 3= Fruffva sraf &) g o @1 S Tt qur
Srated F fyaal 3R qwadel & Aty ¢ ¥ PR
TEA1 9feY | R FEad § AR, I 1 GHad,
Jfierat @1 wavara auT Aty fRuri & i aaag =ifte



HA1 Hgaayul &1 & | Fger &1 3R Iua srafag & sl
H Jd, YT 3R yRexff s=mar 31 9t snival &t e
Fdadl $1 fAded sHHER, fAET iR IwReE & Iy H
el

3Yar /OR

Instructions: Type the following paragraph in MS Word within the
prescribed time. Pay attention to spelling, punctuation, capitalization,
spacing between words, and overall accuracy. Do not omit, add, or alter
any words.

Efficient office administration requires punctuality, discipline,
accuracy, and a sense of responsibility among all employees.
Every employee should complete the assigned work within the
prescribed time and maintain official records and documents in
an orderly manner. Proper communication, timely processing of
correspondence, and systematic maintenance of files are
essential for the smooth functioning of an office. The effective
use of computers helps employees prepare documents,
maintain information, and perform routine tasks accurately and
efficiently. All employees should follow official instructions,
maintain confidentiality, and perform their duties with honesty
and dedication. A well-organised office promotes transparency,
teamwork, and better public service.



