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Insiructions:
1. Answer all questions.
2, CJuestion paper contuins 3 fuestions
3. Question Mo-1 and 2 are to e answered in a word or o phrase for O mark
each.
4, Duestion No-3 and < are af 2 mark each.
5. Question No-5 and 6 are ol 3 marks each.
6. Cuestion No-7 and & is are of 4 marks each.
7 Internal choice is provided in question No.3 for 3 marks.

(). 1. Name the Qualification ot Secretary where in Secretary should have knowledge of
Laws and Acts that govern his organisation like Labour Laws, Co-operative
Sacietics Act, Laws on Taxation Efc..

(1.2 Name the type of Secretary whi works under the control of Ministry.
0,3 Explain the follewing Qualities of Secretary.
1. Courtesy
2. Orderliness,
4 Mention any four Duties ol a Political Secretary.
0.5 Explain any thres Functions of Seeretary.
OR
(1,5 “Secretary of Co-operative Soclety 4cts asa link between the Managing Committee,
General Body staff and outsiders” with re ference to this state any six duties of a
secretary of Co-operative Socicty.

().6 State any six functions ol a Secretaty ol a Local Body.

(3.7 “The Secretary is appointed to assist in the Seeretarial work of the Crganisation”
With reference 1o this explain any four features of Secretary.

(1.8 Explain any four functions of Personal Secretary.
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