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R-16 Code : 6207SEC1/R

I

Faculty of Commerce
B.COM III-Year, CBCS-VI Semester Regular Examinations -Sep/0Qct, 2020
Skill Enhancement Course

PAPER: SECRETARIAL PRACTICE
Time: 1hr.30min Max Marks: 40

Answer any TWO of the following questions (2x20=40 Marks)
1. Explain the appointment of a personal secretary.
2. Explain the responsibilitles of a personal secretary.

3. Explain the importance of writing the minutes of a meeting.
4. Explain the importance of technology for office communication.
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B.COM III-Year, CBCS-VI Semester Regular Examinations -Sep/Oct, 2020

Skill Enhancement Course
PAPER: SECRETARIAL PRACTICE

Time: 1hr.30min Max Marks: 40
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