
                                                                                                                                Sr. No. 41111411 

MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION, MUMBAI 

EXAMINATION – JULY 2014 
CERTIFICATE COURSE IN ONLINE ADMINISTRATION OF  SEC RETARY (411114) 

TIME ALLOWED – 3 Hrs. 

MARKS – 100 

SUBJECT –  WORKING OF SECRETARY   (TH-I) 

----------------------------------------------------------------------------------------------------------- 

Q.1 Answer any 2 questions.        20 
 1. Explain the duties of secretary. 
 2. Explain the rules of society. 
 3. Explain the responsibilities of committees. 
 
Q.2 Answer any 2 questions.        20 
 1. Explain the method of selection of secretary. 
 2. What are the duties of member of society. 
 3. Explain the qualities of secretary.  

Q. 3. Write in short any Two         20 

1. Records of society.              
2. Notice issued by society    
3. Minutes of meeting           
4. Investor 

 
Q.4.  Answer any two questions.        20 
 1. Explain the working of secretary. 
 2. Explain the various financial matters. 
 3. Explain the method of communication. 
 
Q. 5. Answer the following         20 
 1.  How should maintain the balance sheets. 
 2.  Explain the various work of management committee. 
  

. 
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¯ÖÏ¿−Ö. 1.  �úÖê�ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 20 

 1) ÃÖ×“Ö¾ÖÖÓ“Öß �úŸÖÔ¾µÖ Ã¯ÖÂ™ü �ú¸üÖ.  

 2) ÃÖÖêÃÖÖµÖ™üß“Öê ×−ÖµÖ´Ö Ã¯ÖÂ™ü �ú¸üÖ.  

 3) �ú´Öß™üß“µÖÖ •Ö²ÖÖ²Ö¤üÖ-µÖÖ Ã¯ÖÂ™ü �ú¸üÖ. 

 

 

¯ÖÏ¿−Ö .2.  �úÖê�ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 20 

 1) ÃÖ×“Ö¾ÖÖ“µÖÖ ×−Ö¾Ö›ü �ú¸ü�µÖÖ“Öß ¯Ö¬¤üŸÖ Ã¯ÖÂ™ü �ú¸üÖ.  

 2) ÃÖÖêÃÖÖµÖ™üß ´Öë²Ö¸ü“Öê �úŸÖÔ¾µÖ �úÖµÖ †ÖÆêü?  

 3) ÃÖ×“Ö¾ÖÖ“Öß 0Öã�Ö¾Ö¢ÖÖ Ã¯ÖÂ™ü �ú¸üÖ. 

 

 

¯ÖÏ¿−Ö .3.  ™üß¯ÖÖ ×»ÖÆüÖ (�úÖê�ÖŸÖêÆüß ¤üÖê−Ö ) 20 

 1) ÃÖÖÖêÃÖÖµÖ™üß“Öê ȩ̂ü�úÖò›Ôü  

 2) 

3) 

ÃÖÖêÃÖÖµÖ™üß´ÖÖ±ÔúŸÖ ¤êü�µÖÖŸÖ †Ö»Öê»Öß −ÖÖê™üßÃÖ 

ÃÖ³Öê“Öê ×´Ö×−Ö™üÃÖ 

 

 4) ‡−¾ÆêüÃ™ü¸ü 

 

 

¯ÖÏ¿−Ö.4.  �úÖê�ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö¸êü ×»ÖÆüÖ. 20 

 1) ÃÖ×“Ö¾ÖÖ“Öß �úÖµÖÔ̄ Ö¬¤üŸÖß Ã¯ÖÂ™ü �ú¸üÖ.  

 2) ×¾Ö×¾Ö¬Ö †ÖÙ£Ö�ú ´Öã§êü Ã¯ÖÂ™ü �ú¸üÖ.  

 3) �ú´µÖã×−Ö�êú¿Ö−Ö“Öß ¯Ö¬¤üŸÖ Ã¯ÖÂ™ü �ú¸üÖ. 

 

 

¯ÖÏ¿−Ö. 5.  :ÖÖ»Öß»Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö ȩ̂ü ×»ÖÆüÖ. 20 

 1) ²Öò»Ö−ÃÖ ×¿Ö™ü �úÃÖê ´Öê−™êü−Ö �ú¸üÖ¾Öê?  

 2) ´Öò−Öê•Ö´Öë™ü �ú´Öê™üß“Öê ×¾Ö×¾Ö¬Ö �úÖµÖÔ Ã¯ÖÂ™üü �ú¸üÖ.  

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
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MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION, MUMBAI 

EXAMINATION – JULY 2014 
CERTIFICATE COURSE IN ONLINE ADMINISTRATION OF  SEC RETARY (411114) 

TIME ALLOWED – 3 Hrs. 

MARKS – 100 

SUBJECT –  COMPUTER FUNDAMENTALS (TH-II) 

 

Q.1 A) Fill in the blanks.        5 

1) Ctrl + s  key  is  used  for ----------------. 

2) Rom  is  ---------------- memory. 

3) File  extension  for  world  is ----------------  

4) File  extension  for  power  point is ----------------    . 

5) Computer  is  an ----------------       device. 

 

 B} write  the  function  of  following  in  short      8 

 1. Power supply                         2. Printer     

            3. RAM                                      4. Joy stick  

  5. WEB CAM                          6. USB   

             7. Mouse                                     8.  Key Board 

   

C}  State  long  from          7 

1) ROM       2) M.S. Excel  3) EPROM    

4) USB                     5) W.W.W.  6) D.O.S.      7)  CPU 

 

Q2  Write note  on  following  {any4}       16 

1) Internet explorer 

2) Web browser 

3) Scanner 

4) HTML 

5) E-Mail 

 

Q3   Answer the  following (any 2)       16 

1} What  are  the  icon  displayed  on  desk top? 

2} What  are  the  various  function  in view  menu? 

3} What  are  the  various  function  in tool  menu? 

4} What  is  the  use  of  footnote  and  endnote? 



 

Q4    Answer the  following (any 2)       16 

1} What  is  the  use  of  note pad? Specify  its  position  on  computer? 

2} Explain  the  procedure  of  data  sorting  in  excel  worksheet. 

3} Explain   the  process  of  inserting pictures in a  slide  in  Microsoft   

     power  point. 

4} How  to  create  folder and write  how to  store the various world and   

excel files  in that folder ?  

 

Q5    Answer the  following (any 2)       16 

1} Where  and  how  auditing  can  be  done  on  computer? 

2} Explain   the  use  of  video  conferencing. 

3} What is mean  HTML? Write  its  importance. 

4} Explain   window  media  player.  

 

Q6    Answer the  following (any 2)       16 

1) Explain the operating system. 

2)  Give the information about Microsoft windows XP    

3) What is computer networking?   
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¯ÖÏ¿−Ö.1. †) �ÖÖôû»Öê»Öê ¿Ö²¤ü ³Ö¸üÖ. 05 

 1) Ctrl + s  Æüß ×�ú-------------ÃÖÖšüß ¾ÖÖ¯Ö¸üŸÖÖŸÖ.  

 2) ¸üÖò´Ö Æüß ------------------ ´Öê´Ö¸üß †ÖÆêü.  

 3) ¾Ö›ÔüÃÖÖÓšüß ±úÖ‡Ô»Ö ‹ŒÃÖ™êü−¿Ö−Ö -------- †ÖÆêü.  

 4) ¯ÖÖò¾Ö¸ü ¯ÖÖò‡Õ™üÃÖÖšüß ±úÖ‡Ô»Ö ‹ŒÃÖ™êü−¿Ö−Ö ------------  †ÖÆêü.  

 5) �úÖò´¯µÖã™ü̧ ü ÆüÖ ---------×›ü¾ÆüÖ‡ÔÃÖ †ÖÆêü. 

 

 

 ²Ö) £ÖêÖ›üŒµÖÖŸÖ �úÖµÖÔ ×»ÖÆüÖ. 8 

 1)   ¯ÖÖò¾Ö¸ü ÃÖ¯»ÖÖµÖ  

 2) Ø¯ÖÏ™ü¸ü  

 3) †Ö¸ü ‹ ‹´Ö (RAM)  

 4) •ÖÖòµÖ ÛÃ™ü�ú  

 5) ¾Öê²Ö �òú´Ö  

 6) µÖã‹ÃÖ²Öß  

 7) ´ÖÖˆÃÖ  

 8) ×�ú ²ÖÖê›Ôü 

 

 

 �ú) ¯Öæ#ÖÔ Ã¾Ö¹ý¯Ö ×»ÖÆüÖ. 7 

 1) ¸üÖò´Ö (ROM)  

 2) ‹´Ö.‹ÃÖ.‹ŒÃÖê»Ö  

 3) ‡¯Öß†Ö¸ü†Öê‹´Ö  

 4) µÖãµÖÃÖ²Öß  

 5) W.W.W.  

 6) D.O.S.  

 7) CPU 

 

 

¯ÖÏ¿−Ö.2.  ×™ü¯ÖÖ ×»ÖÆüÖ. (�úÖê#ÖŸÖêÆüß “ÖÖ¸ü) 16 

 1) ‡−™ü¸ü−Öê™ü ‹ŒÃÖ¯»ÖÖê†¸ü¸ü  

 2) ¾Öê²Ö ²ÖÎÖˆ•Ö¸ü  

 3) Ã�òú−Ö¸ü  

 4) HTML  

 5) E-Mail 

 

 

 



 

¯ÖÏ¿−Ö.3.  �úÖê#ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö ȩ̂ü ×»ÖÆüÖ. 16 

 1) ›êüÃ�ú ™üÖò¯Ö¾Ö¸ü  ×›üÃ¯»Öê ÆüÖê�ÖÖ¸êü †ÖµÖ�úÖò−Ö �úÖê�ÖŸÖê?  

 2) ¾ÆüµÖæ ´Öê−Öæ ´Ö¬Öß»Ö ×¾Ö×¾Ö¬Ö ±ÓúŒ¿Ö−Ö �úÖê�ÖŸÖêêü?  

 3) ™ãü»Ö ´Öê−Öæ ´Ö¬Öß»Ö ×¾Ö×¾Ö¬Ö ±ÓúŒ¿Ö−Ö �úÖê�ÖŸÖê †ÖÆêü?  

 4) ±æú™ü−ÖÖê™ü ¾Ö ‹−›ü−ÖÖê™ü“ÖÖ ¾ÖÖ¯Ö¸ü �úÖµÖ †ÖÆêü? 

 

 

¯ÖÏ¿−Ö.4.  �úÖê#ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö ȩ̂ü ×»ÖÆüÖ. 16 

 1) −ÖÖê™ü ¯Öò›ü “ÖÖ ˆ¯ÖµÖÖê0Ö �úÖµÖ? ÃÖÓ0Ö�Ö�úÖ´Ö¬µÖê  ŸµÖÖ“Öß ¯ÖÖê×—Ö¿Ö−Ö ²Ö§ü»Ö ×»ÖÆüÖ.  

 2) ‹ŒÃÖê»Ö ×¿Ö™ǘ Ö¬Öß»Ö ›êü™üÖ ÃÖÖò™üá0Ö ¯ÖÏÖê×ÃÖ•Ö¸ü Ã¯ÖÂ™ü �ú¸üÖ.  

 3) ´ÖÖµÖ�ÎúÖêÃÖÖò¯™ü ¯ÖÖò¾Ö¸ü ¯ÖÖò‡−™ü“µÖÖ Ã»ÖÖ‡Ô›ü´Ö¬µÖê ×¯ÖŒ“Ö¸ü ‡−ÃÖ™Ôü �ú¸ü�µÖÖ“Öß ¯ÖÏÖêÃÖêÃÖ ×»ÖÆüÖ.  

 4) ±úÖê»›ü̧ ü �úÃÖê ŸÖµÖÖ¸ü �ú¸üŸÖÖŸÖ †Ö×�Ö ¾Ö›Ôü ¾Ö ‹ŒÃÖê»Ö ±úÖ‡Ô»Ö �ú¿ÖÖ Ã™üÖê†¸ü �ú¸üŸÖÖŸÖ ŸÖê ×»ÖÆüÖ. 

 

 

¯ÖÏ¿−Ö.5.  �úÖê#ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö ȩ̂ü ×»ÖÆüÖ. 16 

 1) �úÖò´µÖã™ü¸ü¾Ö¸ü �úÖêšêü ¾Ö �úÃÖê †Öò›üà™üà0Ö �ú¹ý ¿Ö�úŸÖÖê.  

 2) Û¾Æü›üß†Öê �úÖò−±ú¸üÛ−ÃÖ0Ö“ÖÖ ¾ÖÖ¯Ö¸ü Ã¯ÖÂ™ü �ú¸üÖ.  

 3) HTML ´Æü�Ö•Öê �úÖµÖ †Ö×�Ö ŸµÖÖ“Öê ´ÖÆüŸ¾Ö �úÖµÖ ŸÖê Ã¯ÖÂ™ü �ú¸üÖ.  

 4) ×¾Ö−›üÖê´Öê›üßµÖÖ ¯»ÖêµÖ¸ü Ã¯ÖÂ™ü �ú¸üÖ. 

 

 

¯ÖÏ¿−Ö.6.  �úÖê#ÖŸµÖÖÆüß ¤üÖê−Ö ¯ÖÏ¿−ÖÖ“Öß ˆ¢Ö ȩ̂ü ×»ÖÆüÖ. 16 

 1) †Öò¯Ö¸êü™üà0Ö ×ÃÖÛÃ™ǘ Ö Ã¯ÖÂ™ü �ú¸üÖ.  

 2) ´ÖÖµÖ�ÎúÖêÃÖÖò¯™ü ×¾Ö−›üÖê XP ²ÖÖ²ÖŸÖ ´ÖÖ×ÆüŸÖß ×»ÖÆüÖ.  

 3) �úÖò´µÖæ™ü¸ü −Öê™ü¾Ö�úâ0Ö ´Æü�Ö•Öê �úÖµÖ ?  

 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
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MAHARASHTRA STATE BOARD OF VOCATIONAL EXAMINATION, MUMBAI 

EXAMINATION – JULY 2014 
CERTIFICATE COURSE IN ONLINE ADMINISTRATION OF  SEC RETARY    (411114) 

TIME ALLOWED – 6 Hrs. 

MARKS – 200 

SUBJECT –  COMPUTER APPLICATION FOR SECRETARY (PR-I) 

 

  

Q.1.  Prepare Minutes of meeting & E-mail it to members.  160 

   (Minimum ten society members)  

    

Q.2. Oral            20 

 

Q.3. Term work          20 
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¯ÖÏ.1. ×´Ö™üà0Ö“ÖÖ †Æü¾ÖÖ»Ö ŸÖµÖÖ¸ü �ú¹ý−Ö ÃÖÖêÃÖÖµÖ™üß“µÖÖ ×�ú´ÖÖ−Ö 10 ÃÖ³ÖÖÃÖ¤üÖÓ−ÖÖ ‡-´Öê»Ö �ú¸üÖ. 
 

160 

¯ÖÏ.2. †Öê¸ü»Ö 
 

20 

¯ÖÏ.3. ™ǘ ÖÔ ¾Ö�Ôú 20 
 

 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 


