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PREAMBLE:

Secretarial Practice being a highly job-oriented subject, needs regular revision ofits
syllabus in order to remain relevant in the fast-changing employment
market.Presently,recruiters give paramount importance to Soft-Skills like effective
communication, positive attitude and spirit of team-work besides
competentprofessionalskills.

Keeping this broadframe-work in mind,the BOS in Secretaria IPractice prepared a
draft syllabus and placed it before the BOS for consideration.

The BOS after detailed discussion of all the pertinent issues at its special
meetingheldon July?9, 2024 approvedthe followingsyllabus
speciallydraftedfortheStateEducationPolicy-2024withclearlyspeltoutobjectives.

A Summary Chart showing the Semester-wise distribution of Academic
content,Schemeof examination and Teachingwork-loadis given.

PROGRAMMEOUTCOMES:

At the end of the programme a student of Secretarial Practiceis expected to
acquire afairly reasonable competence in the following areas:

e SecretarialskillsandSoft-Skillsforperformingjob-relatedtasks.
e Knowledge of basic Accountancy and hands on training using Tally ERP.9
with GST.

e Understanding of Innovative Banking, Stock Market, Personal Investment
Planning and computation of Personal Tax.

e Able to manage Microsoft Office Applications, Desktop Publishing, Google Apps

and HTML Programs
e Develop critical and strategic thinking of HR policies and initiatives
e Equip students with the knowledge of best practices in Corporate
Governance and ethical decision making.




PROGRAMME SPECIFIC OUTCOMES:

e Able to work harmoniously as acontributing member
ateamtoachieveorganizationalgoals.
e Students acquiread equate knowledge of omputer applications

e Career advancement as an Accountant, Office Assistant, personal
Secretary, HR Manager, PROs in Corporate Sector.

of

e Developing and Honing of Soft-Skills will effectively enhance both

personal and professional careers

OURVISION:In Pursuit of Academic Excellence OUR

MISSION:Striving for Success.

Career opportunities:

VVVVVVVYVYVVYVYVVYVYYVYYY

Company Secretary
Executive Assistant
Administrative Assistant
Office Manager

Personal Secretary
Corporate Service Executive
Records Manager

HR Manager

Customer Service Representative
Office Assistant

Personal Assistant
Receptionist

Administrative Co-Ordinator
Marketing Manager

Data Entry Operator
Freelance opportunities




MANGALOREUNIVERSITY

B.A.DEGREEPROGRAMMECURRICULUMSTRUCTUREANDSCH
EMEOFEXAMINATIONS

SECRETARIALPRACTICE

forimplementationw.e.f.2024-2025

ISemesterB.ASecretarialPracticeDegreeProgramme

Hrs. Durationo | Marks Marksandcredit
perwe fExams

c ek

ourse .

Code CourseTitle Theory/ | Theory/P IA £ Total | Credi
Practical | ractical xam ota redit

Theory | secretarial Skills 03 03 20 80 100 3

Paper-I

Computer Based
Practical-1 and Spoken 04 03 10 40 50 |2
English

Skills(Practical-
)

I1SemesterB.ASecretarialPracticeDegree Programme

Hrs. Durationo | Marks Marksandcredit
perwe | fExams
. ek
Course CourseTitle
Code Theory/ | Theory/P .
Practical | ractical 1A Exam | Total | Credit
Soft - Skills
Theory | ¢ personality 03 03 20 80 | 100 3
Paper-Il" | pevelopment
Computer Based
) and Spoken
Practical-11 English Skills 04 03 10 40 50 2

(Practical-I1)




I11SemesterB.ASecretarialPracticeDegree Programme

Hrs. Durationo | Marks Marksandcredit
perwe | fExams
nggze CourseTitle ek
Theory/ | Theory/P .
Practical | ractical IA Exam | Total | Credit
Theory Human Resource
Paper-111 | Management 03 03 20 80 100
Computer Based
Practical-111 | and Spoken 04 03 10 40 50
English Skills
(Practical-111)
Elective | Career
Management 02 02 10 40 50

I\VVSemesterB.ASecretarialPracticeDegree Programme

Hrs. Durationo | Marks Marksandcredit
perwe | fExams
nggze CourseTitle Ti\k BB 5
eo.w epry 1A Exam | Total | Credit
Practical | ractical
Business
'FI)'heoryIV Communication and 03 03 20 80 100
aper- Correspondence
Computer Based
_ andSpokenEngli
Practical-1V | ghskills 04 03 10 40 50
(Practical-1V)
_ Employability
Elective gkl
Development 02 02 10 40 50
Skill Innovative Photo
Enhancement [and Video Editing
Course  ITechniques 02 02 10 40 50
(Practical)




VSemesterB.ASecretarialPracticeDegree Programme

Hrs. Durationo | Marks Marksandcredit
perwe | fExams
eory eory IA | Exam | Total | Credit
Practical | ractical
Theory Company Secretary
(Paper-V) and Meetings 03 03 20 80 100
Theory Fundamentals of
(Paper-VI)| Accountancy 03 03 20 80 100
Computer Based
shSkills
(Practical-V)
Skill
Enhancement
Course Internship 02 02 10 40 50
(Practical)

VISemesterB.ASecretarialPracticeDegree Programme

Hrs. Durationo | Marks Marksandcredit
perwe | fExams
Course CourseTitle ek
Code Theory/ | Theory/P
Practical | ractical 1A Exam | Total | Credit
Theory Personal Investment 03 03 20 80 100
(Paper-VII)  |and Tax Planning
Theory Innovative Banking 03 03 20 80 100
(Paper-VIII)
Computer Based
Practical-VI | andSpokenEngli
shSkills
. 04 03 10 40 50 2
(Practical-VI)
Skill
Enhancement| Project 02 03 10 40 50




Course

SUMMARYCHART

SEMESTER

COURSE

COURSETITLE

FIRSTSEMESTER

Theory (Paper-1)

SecretarialSkills

Computer Based and Spoken

SECOND SEMESTER

Practical-| EnglishSkills
(Practical-1)
Soft-

Theory (Paper-11)

SkillsandPersonalityDevelopment

Practical-11

Computer Based and Spoken
EnglishSkills
(Practical-11)

THIRD SEMESTER

Theory (Paper-111)

Human Resource Management

Computer Based & Spoken

Practical-111 EnglishSkills
(Practical-111)
Elective Career Management

Theory (Paper-1V)

BusinessCommunicationandCorresp
ondence

Computer Based & Spoken

FORTHSEMESTER Practical-1V Englishskills
(Practical-1V)
Elective Employability Skill Development
Skill
Enhancement Innovative Photo and Video Editing
Course Techniques
(Practical)

FIFTHSEMESTER

Theory (Paper-V)

CompanySecretaryandMeetings

Theory (Paper-VI)

Fundamentals of Accountancy

Computer Based & Spoken
Practical-V EnglishSkills
(Practical-V)
Skill Internship
Enhancement
Course




SIXTHSEMESTER

Theory

Personallnvestment and Tax Planning

(Paper VII)
Theory
(Paper-VIII) Innovative Banking
Computer Based & Spoken
Practical-VI

EnglishSkills
(Practical-VI)

Skill Enhancement
Course

Project




MANGALOREUNIVERSITY
SEP 2024 Syllabus for B.A. Secretarial
Practice(forimplementationw.e.f.2024-25)
(for B.A.Degree Programme)

| B A-ISEMESTER
PAPERI:SECRETARIAL SKILLS
Teaching Hours per week: 3Hours Credit:3

Max. Marks: 100(SEE-
80+1.A.-20)

UNITI:SECRETARY

1.1 Meaning
1.2 Qualitiesandqualifications
1.3 RoleofaSecretary

1.4 TypesofSecretariesandFunctions

1.4.1 ExecutiveSecretary
1.4.2 PrivateSecretary
1.4.3 SecretaryofanAssociation
1.4.4 SecretaryofaCo-operativeSociety
1.4.5 SecretaryofaGovernmentDepartment
1.4.6 CompanySecretary
13 Hrs.

UNITII:FRONT OFFICE MANAGEMENT AND TRAVEL ARRANGEMENTS

2.1Front Office Management and attributes of Front Office Personnel
2.2Business Travel
2.3Modes of Transport and Travel Agencies
2.4Air/Train Tickets Reservations, Booking Accommodation
2.50nline Railway/Airline booking
2.6Preparing Travel Itinerary
2.7Documents required for International Travel
13 Hrs.




UNITIII:

RECORDSMANAGEMENT

3.1 RecordsandInformationManagement
3.1.1 MeaningandObjectives

3.1.2
3.1.3
3.14
3.15
3.1.6
3.1.7

Essentialsof good filing
Classification of files

Advantages of Filing

Centralized and De-centralized filing
E-filing
Indexing—Objectivesandadvantages

UNITIV:ATTITUDES AND ATTRIBUTES

4.1 Attitudes
4.1.1 Team-spirit
4.1.2 Groupdynamics
4.1.3 Cooperation
4.1.4 Professionalism
4.1.5 Self-Discipline
4.1.6 Proactive

4.2 Attr

ibutes

4.2.1 Self-esteem-( Meaning,importance,technique)
4.2.2 Self-confidence (Meaning,importance,technique)
4.2.3 Punctuality

4.2.4 Communication skills

4.2.5 Positiveworkethic

4.2.6 Honesty&Confidentiality

COURSEOBJECTIVES:

To evaluate the different types of Secretaries
To analyze the functions discharged by asecretary

13 Hrs.

13 Hrs.

To understand the concept and methods of Records Management

Analyze the Filing and Indexing systems

Evaluate and imbibe the attitudes and attributes that need tobe
inculcated bya secretary to beefficient in his/her work.

Togain in depth knowledge on Business travel

ToUnderstand the importanceof theDocumentsrequired for domestic

orforeigntravel(NationalorInternational)
To gain proficiency in preparing an Itinerary

10




COURSEOUTCOMES:

Oncompletionofthiscoursethestudentswillbeableto

UnderstandthebasicconceptsofSecretaryship

e Study the functionsdischargedbyasecretary

Master thetypesofSecretaries

UnderstandtheconceptsandmethodsofRecordsManagement
Analyzethefilingandindexingsystems
Evaluateandimbibetheattitudesandattributesthatneedtobeinculcatedbyasecre
tarytobeefficientinhis/herwork.

Gainproficiencyintravelarrangement

BOOKSFORREFERENCE:

1.
2.

7.
8.

9.

ChopraR.K.—OfficeManagement—HimalayaPublishingHouse
RamanB.S.—
OfficeManagementandCommunication,UnitedPublishers

R.C.Agarwal,PiyushShalya,OfficeManagement,SBPDPublishingHouse,
Agra,UttarPradesh,2021.

PillaiR.S.N.,Office ManagementPaperback, S Chand&
Company,Bengaluru,2010.

BettyL.Schroeder(Author),DianeRouthierGraf(Author),OfficeAdmin
istration5thEdition,PrenticeHall,5thedition2004

Ann-
MargaretJacob,OfficeAdministrationforCSEC,OxfordUniversityP
ress;Reviseded.Edition,2014.

AlexKDr.,SoftSkill,S.ChandPublishing,reprint2010

Anchukandam Thomas,KuttianimattathilJose,Grow Free Live
Free,KrishtuJyothiPublications,Bangalore,secondrevisededition1998
BatraPromod, Simpleways tomanage stress, ThinkINC,

200010.BharathiTDr.,PersonalityDevelopment,NeelkamalPublicationsPvt.

Ltd.,reprint2004

11.JoisPVDr.—

DynamicsofPersonality, VijayaPublishing,Bangalore,201012.PekelisV,RealizeyourPot

ential, MirPublishersMoscow, 15tEdition,

1987

13. Sherfield,Montgomery&Moody, DevelopingSoftSkills,PearsonEducation,4th

Edition,2005

14. Wallace&Masters,PersonalityDevelopment,SouthWeseternCenagelLearning,

Reprint2009

k*kkkkkikkkikkkk
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SCHEMEOFEXAMINATION:THEORY (PAPER -I

SECRETARIALPRACTICE
IBAISEMESTER

PAPERI:SECRETARIALSKILLS

Teaching Hours per week: 3 Hours

UNIT-I

1. Toanswerany TWOquestionsoutofThree
2. ToansweranyONEquestionoutof Two1x10=10

UNIT-11

3. Toanswerany TWOquestionsoutofThree 2 x5=10
4. ToansweranyONEquestionoutofTwolx10=10

UNIT- 11

5.ToansweranyTWOquestionsoutofThree
6. ToansweranyONEquestionoutofTwo

UNIT- 1V

7. ToansweranyTWOquestionsoutofThree2 x5=10
8.ToansweranyONEquestionoutofTwo

*kkkkkkhkkikkikkk

12

Credit:03
Max.Marks: 100
(SEE-80+1.A20)

2 x5=10

2 x5=10
1x10=10

1x10=10




SECRETARIALPRACTICES6 Hrs.
IB.A-1 SEMESTER: PRACTICAL-I

COMPUTERBASEDANDSPOKENENGLISHSKILLS

TeachingHoursperweek:4Hours Credit:0

Max. Marks:50(SEE40+1.A.-10)

1. COMPUTERBASEDSKILLS

e TypingMaster - KeyboardSkills-:10wordsperminute
a) Keyboardpractice:HomeRow, TopRow,BottomRow
b) Specialcharactersandnumbers
c) Worddrill,SentencesDrill,ParagraphDrill, TextDrill
d) PracticeofTypingTestPassages

e MSWord

a) FontFormatting:FontStyle,FontSize,Fontcolor,WordArt
b) ParagraphFormatting:Indentation,Alignment,LineSpacing
c) Applyingtwo/threecolumns,Dropcap,

d) InsertingBulletsandNumbering,FindandReplace

e) Borders,PageBorderandShading

f) Insertingpictures, Textwrap,Shapes

g) InsertingHeaderandFooter

h) FootNote,EndNote

i) InsertingTable

J)  WorkingwithTabsettings

2. SPOKENENGLISHSKILLS
e Self-Introduction

TASKS:

1. Workingoutexercisesonbuildingvocabulary.

2. ToworkoutaccuracyandspeedbuildingexercisesusingTypingMaster
3. Topayspecialattentiontopronunciation,tone,properpauseandgesture.
4. ToworkwithMSworddocument.

COURSEOBJECTIVES:

e Tostartlearningforplacingthefingersonthekeyboardandgraduallymovetoty
pinglengthyparagraphsaccuratelyatamoderatetypingskill.

e TofocusonTouchTypingi.e.typingwithoutseeingthekeyboard.

e TolearnCreating,editingandformattingtextdocuments.

13




TohaveaknowledgeofcreatingTablesusingM SWordoptions

To Searcharequiredtext inavoluminous document
madesimplebylearningtheartoffindingandreplacingatextorParagraph
TodevelopPublicSpeakingSkillsandcommunicationskillsbystrengtheningt
hevocabularyandframingof sentences

COURSEOUTCOMES:

Oncompletionofthiscoursestudentswillbeableto

Completepracticeofmaneuverofthecomputerkeyboardbytouch

method.

Studentscanimprovetheirtypingskillsandaccuracy.
workfluentlywithvariouscomponentsofM SWord.
PresentwellformattedtablesusingallthefeaturesavailableinMSWord.
StudentsdevelopSelf-confidencethroughSpokenEnglishSkills.

StudentsdeveloptheCommunicationSkillsusingEnglishLanguagebystrengt
heningthevocabularyandframingof sentences.

BOOKSFORREFERENCE:

1. SaxenaSanjay,AfirstcourseinComputers,VikasPublishingHouse(P)Ltd.

2. RapidexComputercourse-PustakMahalPublications

3. Bansal,R.K.& Harrison, J.B.— Spoken English, Orient
LongmanMadraPresentation-
TechMediaManishPlaza,DaryaGanj,NewDelhi-2

4. Wills,Jane-TeachingEnglishthrough English,ELBS,Longman,England

5. N.P. Mohan& Sing, - Speaking
EnglishEffectively,Macmillanindia,NewDelhi

*kkkkkikkkhkkkk
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SCHEMEOFEXAMINATION

SECRETARIALPRACTICE
IB.A-1 SEMESTER: PRACTICAL-I

COMPUTERBASEDANDSPOKENENGLISHSKILLS

TeachingHoursperweek:4Hours

Credit:02
Max. Marks:
50(SEE40+1.A.-
10)
1. COMPUTERBASEDSKILLS
e TypingMaster - KeyboardSkills-(10wordsperminute) 10marks
e MSWord(3 questionsofSmarkseach) 15marks
2. SPOKENENGLISHSKILLS
e Self-Introduction 05marks
ClassRecord 05marks

VivaVoce 05marks

*kkkkkkkik
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SECRETARIALPRACTICE
| BA-IISEMESTER

PAPERII: SOFT-SKILLS AND PERSONALITY DEVELOPMENT

Teaching Hours per week:3Hours

UNITI:SOFT SKILLS AND EMOTIONAL QUOTIENT

1.1Soft Skills

1.1.1 Definition&Meaning
1.1.2 ImportanceandAttributes

1.2Emotional Intelligence

1.2.1 Meaning
1.2.2 Components
1.2.3 ConsequencesoflowandhighEQ

1.3Key skills in building EQ

1.3.1 Self-awareness

1.3.2 Self-management

1.3.3 SocialAwareness

1.3.4 RelationshipManagement

UNITII: SELF-DEVELOPMENTSKILLS
2.1StressManagement

2.1.1 Definition&Meaning
2.1.2 Causesandsymptomsdistress;

2.1.3 Techniquesformanagementofstress.

2.2 TimeManagement

2.2.1 Definition,Meaning
2.2.2 Importance

2.2.3 Techniguesformanagingtimeeffectively

2.2.4 Timematrix.
2.3Goalsetting

2.3.1 Need
2.3.2 RulesforGoalSetting
2.3.3 SMARTQgoals

16

Credit:03

Max.
Marks:100(SEE-
80+1.A.-20)

13 Hrs.




2.4 Prioritization

2.4.1 Meaning
2.4.2 Need

UNITIHI:EFFECTIVE COMMUNICATION

3.1 Meaning and Definition of Communication
3.2 Nature and Importance of Communication
3.3 Process of Communication
3.4 Barriers to effective Communication

3.4.1 Physiological Barriers

3.4.2 Physical Barriers

3.4.3 Cultural Barriers

3.4.4 Language Barriers

3.4.5 Gender Barriers

3.4.6 Interpersonal Barriers

3.4.7 Psychological Barriers

3.4.8 Emotional barriers

3.5 Types of Communication
3.5.1 Verbal Communication
3.5.2 Non-verbal Communication
3.5.3 Listening
3.5.4 Visual Communication

UNITIV:INTERPERSONALSKILLS

4.1JohariWindow:

4.1.1 Meaning

4.1.2 Four Quadrants of Johari Window Model
4.2 TeamBuilding:

4.2.1 Meaning, Importance

4.2.2 Principles of Team work

4.2.3 Advantages of Team work

4.2.4 Stagesofformationandtechniquesofbuildingefficientteams
4.3 Conflictresolution:

4.3.1 Meaning,importance

4.3.2 Process of Conflict Resolution

4.3.3 Techniques of Conflict Resolution

COURSEOBJECTIVES:

e To Understand the concepts related to Soft- Skills

andEmotionallntelligence
17

13 Hrs.

13 Hrs.

13 Hrs.




e ToEvaluatetheirimpactontheindividualpersonalitythroughtechniquestaught

e To develop communication skills by understanding the importance, process and
types of communication

e Tostudythetechniquesofstressandtimemanagement

e ToUnderstandtheconceptofgoalsettingandprioritization

e ToApplygoldenrulestoachievepersonalgoals

e ToAnalyzethetipsforteambuildingandconflictresolution.
o ToApplythetechniquestoenhancehis/herpersonality

COURSE OUTCOMES
Oncompletionofthiscoursethestudentswillbeableto

e DeveloppersonalitythroughSoft-Skills

¢ knowthecausesandeffectsofstressandcopingwithstress

e Becomeself-confidentindividuals by masteringinter-personal
andteammanagement

¢ GainsathoroughknowledgeofCommunicationskills

e ManageTimeeffectively

e Understandtheconceptofgoalsettingandprioritization

e Achievegoalsbyapplyinggoldenrulesofgoalsetting

o Analyzethetipsforteambuildingandconflictresolution.

BOOKSFORREFERENCE:

1. AlexKDr.,SoftSkill,S.ChandPublishing,reprint2010

2. Anchukandam Thomas,KuttianimattathilJose, Grow Free Live
Free,KrishtuJyothiPublications,Bangalore,secondrevisededition1998

3. BatraPromod,Simplewaystomanagestress, ThinkINC,2000

4. BharathiTDr.,PersonalityDeveleopment,NeelkamalPublicationsPvt.Ltd.,repr
int 2004

5. JoisPVDr.—DynamicsofPersonality, VijayaPublishing,Bangalore,2010

6. PekelisV,RealizeyourPotential,MirPublishersMoscow,1%Edition,1987

7. Sherfield,Montgomery&Moody, DevelopingSoftSkills,PearsonEducation,4th
Edition,2005.

8. Wallace&Masters,PersonalityDevelopment,SouthWesternCenagelLearning,R
eprint2009.

9. MithraBarunK.—PersonalityDevelopment&SoftSkills—
OxfordUniversityPress

10. VermaShalini—SoftSkillsfortheBPOsector—Pearson

11. EffectiveTimeManagement-Rupa&Co.Calcutta

12. Khera,Shiv—YouCanWin-Macmillanindia,NewDelhi

k*kkkhkkkikkkhkhkkkikkkikkikk
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SCHEME OF EXAMINATION-THEORY

SECRETARIALPRACTICE
IBA-IISEMESTER

PAPERII: SOFT-SKILLS AND PERSONALITY DEVELOPMENT

Teaching Hours per week:3Hours Credit:
Max.Marks: 100(SEE-80+1.A.-20)

UNIT-I

1. ToansweranyTWOquestionsoutofThree 2 x5=10
2. ToansweranyONEquestionoutofTwo1x10=10

UNIT-II
3. Toanswerany TWOquestionsoutofThree2 x5=10
4. ToansweranyONEquestionoutofTwolx10=10

UNIT- 111
5. Toanswerany TWOquestionsoutofThree 2 x5=10
6. ToansweranyONEquestionoutofTwolx10=10

UNIT- 1V

7. Toanswerany TWOquestionsoutofThree 2 x5=10
8. ToansweranyONEquestionoutofTwo 1x10=10

*kkkkkkikkikkikkk
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SECRETARIAL PRACTICE 56 Hrs.
IB.A-11 SEMESTER:PRACTICAL-II

COMPUTER BASED AND SPOKEN ENGLISH SKILLS

Teaching Hours per week:4Hours Credit:02
Max. Marks: 50
(SEE40+1.A.-10)

1. COMPUTERBASEDSKILLS

e TypingMaster - KeyboardSkills:20wordsperminute
e AdobelnDesign

a) IntroductiontotheWorkspace

b) GettingtoKnowlInDesign

c) SettingUpaDocumentandWorkingwithPages,WorkingwithObjects

d) FlowingText,EditingText

e) WorkingwithTypography, Colour, Styles, Transparency,
LongDocuments

f) ImportingandModifyingGraphics

g) CreatingTablesandAdobePDFDocumentswithFormFields

h) PrintingandExporting

i) ExportingforE-Readers

2.SPOKENENGLISHSKILLS
e Welcome Address and Introducingtheguest
e ProposingaVoteofThanks

COURSEOBJECTIVES:

e Toimprove Typingskillwithhigherspeedandmore accuracy

e TodescribewhatAdobelnDesignisandhowitcanbeused

e Todemonstratecreatingandviewingdocumentsaswellnavigatingworkspace
e Todemonstratepage creationandworkingwithtype

e Todemonstrateworkingwithgraphicsandformattingobjects

e TodevelopPublicSpeakingSkillsandreducestagefear

20




COURSEOQOUTCOMES:

e Studentswillbeabletousetouchtypingskillwithimprovedspeedandaccuracy
e WillbeabletohandleDTPAssignmentsConfidently

e StudentsobtaintheknowledgeofdesigninghighqualityBrouchers,Flyers,B
usinesscards,Postcards,Booksetc.

Theylearntocreateinteractiveforms
Learntocreatetext,importtextandworkwithtextwithinadocument

Learnstodrawshapes,alternativelLayoutfeatureswithjustaclickofmouse
Studentswillbeabletoimprove
PublicSpeakingSkillswithcommandoverEnglishlanguage

BOOKSFORREFERENCES:

1. BittuKumar,AdobelnDesign,V&SPublishers

2. ThomasM.Hill,(2013)HowtodesignabookusingAdobelnDesign,Launchp
adPress

4. RobertShuffleBotham,(2011),InDesignineasysteps,InEasyStepsPublicat
ions

5. Kamalesh,Sadananda,Susheela,Punitha,SpokenEnglish—
Afoundationcourse,OrientLongman(P)Ltd.

6. DesmondW.Evans,ImprovingEnglishSkills,WheelerPublisher

*khkkkkkkkkikkikkikkkikkikk
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SCHEMEOFEXAMINATION

SECRETARIALPRACTICE
IB.A-11l SEMESTER:PRACTICAL-II

COMPUTERBASEDANDSPOKENENGLISHSKILLS

TeachingHoursperweek:4Hours

Credit:02
Max. Marks:
50(SEE40+1.A.-
10)
1. COMPUTERBASEDSKILLS
KeyboardSkills-TypingMaster(20wordsperminute)
10marks
AdobelnDesign 15marks
2. SPOKENENGLISHSKILLS
Introducingandwelcomingtheguest/
ProposingVoteofThanks 05marks

ClassRecord 05marks
VivaVoce 05marks

*khkkkkkkkkikkikkikkkikkikk
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QUESTION PAPER PATTERN

U1l SEMESTER

Time: 3 Hours

1. AnsweranyTWO out of Three

a)
b)
c)

2. AnsweranyOne

a)
b)

3. AnsweranyTWO out of Three

a)
b)
c)

4. AnsweranyOne

a)
b)

5. AnsweranyTWO out of Three

a)
b)
c)

6. AnsweranyOne

a)
b)

UNIT-I

UNIT-1I

UNIT-11l

Max. Marks: 80

2x5=10

1x 10=10

2x5=10

1x 10=10

2x5=10

1x 10=10

Page 23 of 24




7. AnsweranyTWO out of Three

a)
b)

c)
8. AnsweranyONE

a)
b)

UNIT-IV

2x5=10

1x 10=10

Page 24 of 24
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