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General Instructions :

(1) Please read the instructions carefully.

(i1)  This question paper is divided into three sections, viz. — Section A,
Section B and Section C.
(iit) Section A is of 5 marks and has 6 questions on Employability Skills.

(a) Questions number 1 to 4 are one mark questions. Attempt any
three questions.

(b)  Questions number 5 and 6 are two marks questions. Attempt any
one question.
(iv) Section B is of 17 marks and has 16 questions on Subject Specific Skills.

(a)  Questions number 7 to 13 are one mark questions. Attempt any
five questions.

(b)  Questions number 14 to 18 are two marks questions. Attempt any
three questions.

(c) Questions number 19 to 22 are three marks questions. Attempt any
two questions.

(v)  Section C is of 8 marks and has 3 Competency-Based Questions.

Questions number 23 to 25 are four marks questions. Attempt any
two questions.

(vi) Do as per the instructions given in the respective sections.
(vit) Marks allotted are mentioned against each section/question.

SECTION A
(Employability Skills) (3+2=5 marks)
Answer any 3 questions out of the given 4 questions. Ix1=3
1. What is the meaning of Entrepreneur ? 1
2. What kind of resources are needed by an Entrepreneur for a successful
business enterprise ? 1
3. What do you mean by Green Jobs ? 1
4. What is the full form of ‘CNG’ ? 1
Answer any 1 question out of the given 2 questions. 1x2=2
5. What do you understand by Decisiveness ? 2
6. How do Green Jobs help in ecotourism ? -2
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SECTION B
(Subject Specific Skills) (5+6+6=17 marks)
Answer any 5 questions out of the given 7 questions. 5x1=5
f P How can a receptionist make clients comfortable ? 1
8. In today’s time, through which medium can appointments be booked
quickly ? 1
9. Why is grooming important for a receptionist ? 1
10. What are the effects of a well-organised reception on clients ? 1
11. What do you mean by communication ? 1
12. How should a receptionist talk to a client ? 1
13. Why is Ghutka harmful for health ? 1
Answer any 3 questions out of the given 5 questions. IX2=6
14. While booking an appointment, what is the role of recording medium ? 2
15. What is the importance of Retail area ? 2
16. Why should we avoid talking while giving treatment to a client ? 2
17. If an accident occurs while giving treatment, then how should it be
handled ? 2
18. Why are regular team meetings important for team members ? 2
Answer any 2 questions out of the given 4 questions. 2%3=6

19. If a client has acne on the face, what electrotherapy treatment will be

given to him/her and how ? 3
20. How should we keep records in the storage area ? 3
21. Write the ways to reduce telephone communication difficulties. 3
22.  Write the ill effects of alcoholism on health. 3
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SECTION C
(Competency-Based Questions) (2x4=8 marks)
Answer any 2 questions out of the given 3 questions. 2x4=8

Read the passage and answer the following questions :

Sometimes dealing with difficult clients can be challenging, but if you handle the
situation well, you may even be able to improve your relationship with the client

and also, will be able to create further opportunities to excel.

Make sure that you listen actively to the problems/complaints of the client and
do the needful to solve the problem as soon as possible. Be empathetic and
understanding and make sure your body language communicates the right

message.

If you are not sure how to solve the situation, then find out remedial measures,
which are in your power, to make them happy and contended. Follow up with
your client to make sure they feel happy and satisfied with the way the difficult

situation is resolved.

23. What is the correct way of dealing with difficult clients ? 4
24. What do you understand by the term, “your body language communicates

the right message” ? 4
25. What can be done to make your clients happy ? 4
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