Fifataes e TMER FAT, e A, GRER a1 AT GRE TGh! GATHTATTATCHE TEETH

&7 ATeh AT AN, JaeT 7.%
EIEVET:

fgctraa=(Paper I1): -
FATAT FFLITIH(OfficeManagement)

gug (A): 40 3 ¥UYAX 4 AF = RO AF

Section (A): 40Marks R 99AX90 ¥F = R0 AT

FATAT TAEITIA

1.9

1.

1.3

9.%
1.4

FATAT T FHATA
99.9 @E@A(Office) : 9=, Aed@, HA IYHR
9.9.] HEF FHARIH H1d T 0BT
9.9.3 @E@d Arq drad(Office Resources): T=I T TR
9.9.¥ FEATAIAHTARE Heed, fpfad ¥ qreas
Frarag Fratara(Office Procedure)
9.R.9 9 =@¥sr (Correspondence)
1.2.9.9 9fe=rg, e ¥ Fordy/ qoet e
9.3.9.% Ter&T YR (WART T GraTHedre AT
9.2.9.3 TA1 T FI=HI(Registration & Dispatch)

9.2.9.¥ F=AT(Information/Notice): gra=(Circular), dre smaer(Order)

9.3 faooft or@d ¥ feordlt qaR drel e fedque #ee

1..3 yfqagder@d - 9=, R 9ET A1 G FReEw T IER
Ao Fa<arad(Record Management)

9.3.9 wfwe@(Record) : afv=a, 32T T 9HR

9.3 Ao FEATITH T AT grataeT TaRT

9.3.3 wretag(Filing): 9=, A@ea®ar, fatg ua aisee

9.3.%  sgmAnTeE(Indexing) 1 9=, Heed T TFR

IS AFALATIT AT AT afrer@ (Minuting)

STHEHE ¥ YATITEl ATl Sawaradel aear T fafa

gug (B): 30 % R UTAX Y A7 = 0 A3

Section (B): 30 Marks R geIXq0 _F = R0 AF

Fqam T AW a0

R4

RR

TTART ETarT

299 wifeq® gF ¥ wdIA

RA.R g Meetw fagred, Wit qor st
SETAHT TSR T TIAT HTIEE

R AfETIR AN AT AR
R HETS@T THETHH BT

RR3 YR A AT AN
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&7 ATeh AT AN, JaeT 7.%
Fifataes e TMER FAT, e A, GRER a1 AT GRE TGh! GATHTATTATCHE TEETH
EIEUE T
RRY  fHaEEE AR
Y it AT AfdR AR
& GATHHAE T AiAIRUGH Fraed
RO FH AIHAT T9T AT GMEA HATAT
RR5  IqUE ¥9g qEad
& U F.R HEHAT AT HAT IRUE & AT T TATAICE
o TR G A=A FAH
o HY ATATHAT HT FAAA
o HIfq TAT AT ATANT
o U3 FHT qAT HHE Fradrad
R.3 Amive F=aAT(Civic Conscience) : =miifas® fawra  (Character Development),
AEAT g Aar (Human Values), dWTiee @aed ¥ atae  (Civil Rights &
Duties) T4r emE= T ghrrcHs 4ar= (Discipline & Positive Thinking)

gug (C): 30 3

Section (C): 30 Marks T UIIX L AF = 30 A3

3. 9 T
39 wiorder smaRadisaes a9r UeeAad (Fundamental Operations in Mathematics
& Unitary Method)

3.} W=, TeHea, giqera ¥ @iqara (Fraction, Decimal, Percentage& Ratio)

3.3 A, A T ge (Profit, Loss & Discount)

3.¥ &, FHEd ¥ gEwsr (Tax, Commission & Depreciation)

3. TR = ¥ EtEa srst(Simple Interest& Compound Interest)

3% #raa(Average)

3.9 AT sgwiora (Household/Home Arithmetic) : ferstelt, 9t ¥ 2fawmmes A
qgr #a1 fafr9a g==dr (Simple problems related electricity, water and telephone
bills and money exchange)

3.5 émfafa (Mensuration): @Tg, =iers, Uikfafd, &=wa T amaa(Length, Breadth,
Perimeter, Area & Volume)

g JledAiad [auqET qHeAiead AT A€l T TRt U q97 [HaATeaeiiel aeAr ardr=

SATHEHT & I, |
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