
 

236    P. T. O. 

CLASS : 12th (Sr. Secondary) Code No. 236 
Series : SS/Annual-2023 

Roll No. 

OFFICE SECRETARYSHIP AND STENOGRAPHY IN HINDI 

ACADEMIC/OPEN 

(Only for Fresh/Re-appear/Improvement/Additional Candidates) 

le; : 2.30 ?k.Vs ] [ iw.kk±d : 60    

•••• Ñi;k tk¡p dj ysa fd bl iz'u&i= esa eqfnzr i`"B 4 rFkk iz'u 15 gSaA  
•••• iz'u&i= esa nkfgus gkFk dh vksj fn;s x;s dksM uEcjdksM uEcjdksM uEcjdksM uEcj dks Nk= mÙkj&iqfLrdk ds eq[;&i`"B ij fy[ksaA 
•••• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad vo'; fy[ksaA 
•••• mÙkj&iqfLrdk ds chp esa [kkyh iUuk@iUus u NksMsa+A 
•••• mÙkj&iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u 

dkVsaA 

•••• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA jksy ua0 ds vfrfjDr iz'u&i= ij vU; dqN Hkh u 
fy[ksa vkSj oSdfYid iz'uksa ds mÙkjksa ij fdlh izdkj dk fu'kku u yxk,¡A  

•••• d`i;k iz'uksa ds mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u&i= iw.kZ o lgh gS] ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl 
lEcU/k lEcU/k lEcU/k lEcU/k esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA    

 

uksVuksVuksVuksV    %%%% (i) lHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaAlHkh iz'u vfuok;Z gSaA    

 (ii) çR;sd ç'u ds vad mlds lkeus fn;s x;s gSaA 

 (iii) ç'u ds mÙkj ds lkFk mldk uEcj vo'; fy[ksaA    
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[k.M[k.M[k.M[k.M – vvvv 

  1. fuEu ds laf{kIr mÙkj nhft, % 1 × 5 = 5 

 ¼d½ uksV iSM D;k gS \ 

 ¼[k½ jftLVj dk ys[ku lkexzh esa D;k vfHkçk; gS \ 

 ¼x½ lHkk ¼cSBd½ fdls dgrs gSa \ 

 ¼?k½ dksje dk D;k vFkZ gS \ 

 ¼³½ bZ-esy ls vki D;k le>rs gSa \ 

  2. Qkby dk mi;ksx crkb,A 3 

  3. ys[ku lkexzh ds j[k-j[kko ds mik; crkb,A 3 

  4. jsyos le; lkj.kh ds egÙo ij çdk'k Mkfy,A 3 

  5. PABX ij foLr`r fVIi.kh fyf[k,A 6 

vFkokvFkokvFkokvFkok    

    ys[ku lkexzh ds fu;a=.k ij ys[k fyf[k,A 

[k.M[k.M[k.M[k.M – cccc 

  6. fuEu ds laf{kIr mÙkj fyf[k, % 1 × 5 = 5 

 ¼d½ vfUre gqd fdls dgrs gSa \ 

 ¼[k½ v/kZdj.k fl)kUr D;k gS \ 
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 ¼x½ o`Ùk;qDr vfUre gqd D;k gS \ 

 ¼?k½ laf{kIrk{kj D;k gS \ 

 ¼³½ çR;; fdls dgrs gSa \ 

  7. vk'kqfyfi esa fyf[k, %   3 

 rqe] rqeus] rqe dks] rqEgsa] rqEgkjs] rqe ls 

  8. 'ku] "k.k gqd ds ckjs esa fu;e fyf[k,A   3 

  9. vk'kqfyfi esa fyf[k, %   3 

 vpkud] yksdrU=] ifj.kke] /kU;okn] çfrfuf/k] mifuos'k 

10. milxZ ls vki D;k le>rs gSa \ mnkgj.k lfgr fyf[k,A 6 

vFkokvFkokvFkokvFkok    

 O;atu js[kkvksa ij dkV ds fu;e mnkgj.k lfgr le>kb,A 

[k.M[k.M[k.M[k.M – llll 

11. fuEu ds laf{kIr mÙkj nhft, % 1 × 5 = 5 

 ¼d½ HDD dk Qqy QkWeZ fy[ksa 
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 ¼[k½ FDD dk Qqy QkWeZ fy[ksaA 

 ¼x½ dEI;wVj D;k gS \ 

 ¼?k½ CPU ls vki D;k le>rs gSa \ 

 ¼³½ ySiVki D;k gS \ 

12. Motherboard ij fVIi.kh fyf[k,A   3 

13. MS-Excel esa Qkby [kksyus ,oa cUn djus dh çfØ;k crkb,A  3 

14. MS-Excel esa Autosum feature dh egÙork crkb,A 3 

15. vk/kqfud dk;kZy; esa MS-Excel  dh egÙork ij foLr`r çdk'k Mkfy,A 6 

vFkokvFkokvFkokvFkok    

 dEI;wVj ds ewy ikVZ~l (Basic Parts) ij fVIi.kh fyf[k,A 

 

 

S 


