PAPER — | (PART —1)

ENGLISH LANGUAGE

Time : 1 Hour 30 Minutes Total Marks: 50

Note: Attempt all questions. Write precisely and neatly.

1. Write a Précis of the following passage (not exceeding 90 words) and give a
suitable title. [Marks: 10]

There is a common tendency among the people in management to view the result of our
efforts in terms of statistical reports, graphs and overall trends without adequate study of
the real changes and improvements that take place in the individuals on the pay roll.
Management, however, attains its objective by increasing the knowledge, adding to the
skills, changing the habits and influencing the attributes of people. The real measure of
the effectiveness of leadership at all levels is what is actually happening to the individuals
directly responsible to that leadership, what changes are really taking place in the
relationships of supervisor and the supervised.

The most vital spot in management is the point of contact between worker and boss.
More attention should be paid to making these contacts constructive and productive at all
levels of management, than to any other activity. Constructive conditions prevail in an
organization when mutual confidence and respect exists between supervisor and the
supervised. This usually results from a conviction on the part of an individual that the
boss is genuinely interested in him, that he is giving him every possible opportunity to
develop to his higher potential in character, personality and productiveness and that he is
providing every practical assistance towards that end. Management should get its job
done by increasing the personal growth and output, i.e, productivity of an individual
worker. When satisfactory results are being realized, both the boss and worker benefit.
Each achieves greater work satisfaction and should receive due recognition through
commensurate rewards. Thus the vital spot in management exists between the healthy
and productive relations that are fostered between the top management, the
departmental officers and between each officer and other members of the staff and
among foremen, supervisors and respective workers. Incentives and training facilities are
to be provided and opportunities are to be created for workers to develop initiative, drive
and ambition, which will certainly put the undertaking on road to enduring prosperity. This
is the kind of management that guides the future. (352 words)
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Write a paragraph on measures to check unemployment (100 words). [Marks: 10]

Write a press-report of the speech of Prime Minister of India delivered on the
Independence Day (125 words). [Marks: 10]

Match the following words with their correct meaning. [Marks: 20]
Use these words in your own sentence.

Word Meaning
1. fraternize inward look
2. sorority thinking
3. regalia exact
4. perspicacious careful
5. acumen calmness
6. punctilious socialize
7. circumspect sisterhood
8. equanimity fearless
9. intrepid badges
10. | introspect keen-minded
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PAPER — Il (PART —1)

Proof Reading (ENGLISH)

Time: 45 Minutes Total Marks: 60

Note: Answer all questions.

1. Mark the marginal proof reading symbols for the following corrections in the

answer sheet: [15%x1 = 15 Marks]

1. Capitalize first letter and lower case remainder

2. Begin a new paragraph

3. Delete and close up

4. Remove italic, replace with upright

5. Substitute or insert full stop or decimal point

6. Use an apostrophe

7. Move to a new position

8. To separate two or more marks and often as a concluding stroke at the end of an
insertion

9. Subscript or Inferior

10.  Marking Ellipsis

11. Marking a Hyphen

12.  Turn this upside down

13. Remove paragraph break

14. Remove space between lines

15.  Wrong font
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2.

Explain the meaning of the following symbols in the answer sheet.
[15%1 = 15 Marks]

1 o] 9 a
2 H 10 3
3 PES 1 g,f
+ no 4 12 y/a
5 C 13 Stet
6 14

/\ &
T m 15 X
8 Ao

Read the following manuscript and mark the corrections on the proof for
correction in the answer book by incorporating suitable textual and marginal proof
reading marks. [30 Marks]

A list of articles lost by railway travelers and now on sale at great London station has
been published, and many people who read it have been astonished at the absent-
mindedness of their fellows. If statistical records were available on the subject, however,
| doubt whether it would be found that absent-mindedness is common. It is the efficiency
rather than the inefficiency of human memory that compels my wonder. Modern man
remembers even telephone numbers. He remembers the address of his friends. He
remembers the dates of good vintages. He remembers appointments for lunch and
dinner. His memory is crowded with names of actors and actresses and cricketers and
footballers and murderers. He can tell you what the weather was like a long-past August,
and the name of the provincial hotel at which he had a vile meal during the summer. In
his ordinary life, again, he remembers almost everything that he is expected to
remember. How many men in all London forget a single item of their clothing when
dressing in the morning? Not one in a hundred. Perhaps not one in ten thousand. How
many of them forget to shut the front door when leaving the house? Scarcely more. And
So it goes on through the day, almost everybody remembering to do the right thing at the
right moment till it is time to go to bed, and then the ordinary man seldom forgets to turn
off the lights before going upstairs.

The commonest form of forgetfulness, | suppose, occurs in the matter of posting letters. So
common is that | am always reluctant to trust a departing visitor to post an important letter.
So little do I rely on his memory that | Put him on his oath before handling the letter to him.
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ANS. 1.

1. Capitalize first letter and lower case remainder

2. Begin a new paragraph

3. Delete and close up

4. Remove italic, replace with upright

5. Substitute or insert full stop or decimal point

6. Use an apostrophe

7. Move to a new position

8. To separate two or more marks and often as a concluding

stroke at the end of an insertion

9. Subscript or Inferior

10. | Marking Ellipsis

11. | Marking a Hyphen

12. | Turn this upside down

13. | Remove paragraph break

14. | Remove space between lines

15. | Wrong font
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ANS. 3.

PROOF FOR CORRECTION

A list of articles last by railway travellers and now on sale at great
london station has been published, and many people who read it
have been astonished at teh absentmindedness of their fellows. If
statistical records were available on the subject however | doubt
weather it would be found that absent-mindedness is common. It is
the efficiency rather than the inefficeincy of human memory that
compells my wonder. Modern man remembers even tele-phone
numbers. He remembers the addresses of his friends. He
remembers the dates of vintages good. He remembers appointments
for lunch and dinner. his memory is crowded with names of actors
and actresses and cricketers and foot ballers and murderers. He can
tell you what the whether was like a long-past Aug., and the name of
the provincal Hotel at which he had a vile meal during the summer.
In his ordinary life, again, he remembers almost everything that he is
expected to remember. How many men in all london forget a single
item oftheir clothing when dressing in the morning Not one in a
hundred. Perhaps not one in ten thousand. How many of them forget
to shut the front door when leaving the house? Scarcely more.

And so it goes on through the day almost everybody
remembering to do the right thing at the right moment till it is time to
go to bed and then the ordinary man forgets seldom to turn off the
lights before going upstairs.

The commonest form of forgetfulness, | suppose, occur in the
matter of posting letters. So common is that | am always reluctant to
trust a departing visitor to post an important letter So little do | rely on
his memory that | puts him on his oath before handling the letter to
him.
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