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Part  III — Vocational Subjects

A¾Á»P ÷©»õsø©²® ö\¯¼¯¾®

OFFICE MANAGEMENT AND SECRETARYSHIP

( uªÌ ©ØÖ® B[Q» ÁÈ / Tamil & English Version )

Põ» AÍÄ : 3.00 ©o ÷|µ® ] [ ö©õzu ©v¨ö£sPÒ : 90

Time Allowed : 3.00 Hours ] [ Maximum Marks : 90

AÔÄøµPÒ : (1) AøÚzx ÂÚõUPÐ® \›¯õP £vÁõQ EÒÍuõ Gß£uøÚ
\›£õºzxU öPõÒÍÄ®. Aa_¨£vÂÀ SøÓ°¸¨¤ß. AøÓU
PsPõo¨£õÍ›h® EhÚi¯õPz öu›ÂUPÄ®.

(2) }»® AÀ»x P¸¨¦ ø©°øÚ ©mk÷© GÊxÁuØS®
AiU÷PõikÁuØS® £¯ß£kzu ÷Ásk®.  £h[PÒ ÁøµÁuØS
ö£ß]À £¯ß£kzuÄ®.

Instructions : (1) Check the question paper for fairness of printing.  If there is any

lack of fairness, inform the Hall Supervisor immediately.

(2) Use Blue or Black ink to write and underline and pencil to draw

diagrams.

£Sv & I / PART - I

SÔ¨¦ : (i) AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®. 15x1=15

(ii) öPõkUP¨£mkÒÍ ©õØÖ ÂøhPÎÀ ªPÄ® HØ¦øh¯
Âøhø¯z ÷uº¢öukzxU SÔ±mkhß Âøh°øÚ²® ÷\ºzx
GÊuÄ®.

Note : (i) Answer all the questions.

(ii) Choose the most appropriate answer from the given four alternatives

and write the option code and the corresponding answer.

!4812OfficeManageAndSecre! £vÄ Gs
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1. {ºÁQzuÀ Gß£x __________ BÚõÀ ÷©»õsø© Gß£x __________ BS®.

(A) ÷Áø»¯©ºzuÀ, HØ£õk ö\´uÀ

(B) vmhªhÀ, ö\´Áx

(C) FUP®, Pmk¨£kzuÀ

(D) ö\´Áx, vmhªhÀ

Administration is concerned with __________ whereas, Management is
concerned with __________.

(a) staffing, organising

(b) planning, doing

(c) motivating, controlling

(d) doing, planning

2. vmhªkuÀ Gß£x __________ ÷©»õsø© ö\¯À£õkPÒ.

(A) •ußø© {ø» (B) Cµshõ® {ø»

(C) ©õØÖ (D) xøn

Planning is a __________ function of management.

(a) Primary (b) Secondary

(c) Alternative (d) Sub

3. J¸ {ÖÁÚ® __________ Põ» C»USPøÍ Aøh¯ vmhªh¨£mkÒÍx.

(A) Gvº (B) {PÌ (C) xÁUP (D) Ph¢u

Planning is acquired to attain the __________ goals of an organisation.

(a) future (b) present (c) start-up (d) past

4. £o £À÷ÁÖ ]Ö £SvPÍõP ¤›UP¨£kÁx __________ GÚ¨£k®.

(A) £o¨ £QºÄ (B) £o JxURk

(C) AvPõµ J¨£øh¨¦ (D) |hÁiUøPPøÍ SÊ¨£kzxuÀ

The work is divided into number of small activities known as __________.

(a) Division of work (b) Assignment of work

(c) Delegation of authority (d) Grouping of activities
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5. "ö\¯»õÍº' GßÝ® Áõºzøu £søh¯ C»zvß ö©õÈ°¼¸¢x
ö£Ó¨£mhx. "ö\U›h›¯ì' GßÓõÀ __________.

(A) CµP]¯ GÊzuõÍº (B) E¸ÁõUS£Áº

(C) ¦x |£º (D) AÈ¨£Áº

The word ‘Secretary’ has been derived from ancient Latin word ‘Secretarius’
which means :

(a) Confidential writer (b) Creator

(c) New person (d) Destroyer

6. ""J¸ ÷©»õÍº Gøua ö\´uõ¾® Ax wº©õÚ® ö\´uÀ uõß'' GÚU TÔ¯Áº :

(A) Bsm¹ ìø»âÀ (B) ¤½Uì G®. ÷»õ£ì

(C) öí£ºm H. ø\©ß (D) áõß ö©U öhõÚõÀm

Who equated “whatever a manager does is nothing but a decision making” ?

(a) Andrew Szliagyl (b) Felix M. Lopez

(c) Herbert A. Simon (d) John Mc Donald

7. Aø©¨¤À EÒÍ £o¯õÍºPÐUQøh÷¯ EÒÍ EÓÄ GÆÁõÖ
AøÇUP¨£kQÓx ?

(A) ÷©»õsø© (B) £µì£µ®

(C) SÊ EnºÄ (D) |Øö£¯º

__________ refers to mutuality among the employees working in the
organisation.

(a) Management (b) Reciprocity

(c) Team spirit (d) Goodwill

8. J¸ •UQ¯ ø©¯©õP, {Ö©zvÀ P¸u¨£kÁx __________.

(A) ÷©»õÍº (B) ø©¯¨£kzxuÀ

(C) AvPõµ® (D) ø©¯¨£kzuõø©

__________ refers to the degree to which decision making process is

concentrated at a single point in the organisation.

(a) Manager (b) Centralization

(c) Authority (d) Decentralization
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9. uPÁÀPÎÀ EÒÍ ö\´vPøÍ SÔ±kPÍõP ©õØÖ® •øÓUS __________

Gß£º.

(A) SÔ±mk }UPÀ (B) ö\´v

(C) SÔ¨¦PÍõÀ EnºzxuÀ (D) CøÁPÒ AøÚzx®

A conversion of the subject matter into these symbols is the process of
__________.

(a) Decoding (b) Message

(c) Encoding (d) All the above

10. FUP¨£kzxu¼ß ö\¯À£õk J¸ |£›ß __________ CÀ C¸¢x
öuõh[SQÓx.

(A) ÷uøÁ (B) ö\¯À (C) |hzøu (D) E¢xuÀ

The process of motivation starts from __________ of an individual.

(a) need (b) action (c) behaviour (d) drive

11. Â¯õ£õµzvÀ •u½k ö\´¯¨£mk AvÀ C¸¢x ÁµUTi¯ Buõ¯zøu
PnUQkÁx __________.

(A) •u½k «x Á¸©õÚ® (B) vmh¨£mi¯À

(C) ö\»Ä Pmk¨£kzuÀ (D) uoUøP

__________ measures the return generated from the funds invested in the
business.

(a) ROI (b) Budget

(c) Cost control (d) Audit

12. __________ Gß£x Pmk¨£kzu¼ß J¸ A[P©õS®.

(A) vmhªkuÀ (B) AvPõµ®

(C) J¸[QønzuÀ (D) |hÁiUøP

__________ is the essence of control.

(a) Planning (b) Authority

(c) Co-ordination (d) Action



5

[ v¸¨¦P / Turn over

4812

13. __________ ø©¯zvÀ ÷©»õÍº ö\õzvß «x Á¸Áõ´ Qmk® ö£õÖ¨¦PøÍ
öPõskÒÍõº.

(A) Á¸Áõ´ (B) •u½k

(C) ö£õÖ¨¦PÒ (D) C»õ£

In __________ centre the manager is responsible for ascertaining the return

on investment of assets.

(a) Revenue (b) Investment

(c) Responsibility (d) Profit

14. wº©õÚ® ö\´u¼ß CÖv £i{ø» __________.

(A) ©õØÖ |hÁiUøPPøÍ ©v¨¥k ö\´uÀ

(B) ©õØÖ |hÁiUøPPøÍ ÷uº¢öukzuÀ

(C) wº©õÚzøu ¤ß£ØÖuÀ ©ØÖ® ¤ßÞmh®

(D) ©õØÖ |hÁiUøPPøÍ ÷©®£kzxuÀ

The final step of decision making process is :

(a) Evaluation of alternative

(b) Selective of alternative

(c) Review and follow up of decision

(d) Developing alternative

15. ""ö\¯»õÍº Gß£Áº J¸ __________ PÀÂ {ÖÁÚzvß J¸ EÖ¨¤Úº
BÁõº''.

(A) uoUøP¯õÍº

(B) C¢v¯ {ÖÁÚ ö\¯»º

(C) £mh¯ ö\»Ä PnUPõÍº

(D) £mh¯ PnUPõÍº

Secretary is a person who is member of the institute of __________.

(a) Auditor

(b) Company Secretaries of India

(c) Institute of Cost Accountant

(d) Chartered Accountant
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£Sv & II / PART - II

SÔ¨¦ : HuõÁx £zx ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 28 &US
Pmhõ¯©õP Âøh¯ÎUPÄ®.

Note : Answer any ten questions.  Question No. 28 is compulsory.

16. ÷©»õsø©°ß Cµsk C¯À¦PøÍ GÊxP.

Write any two characteristics of management.

17. ÷©»õsø©°ß £oPÒ £ØÔ GÊxP.

What are the functions of Management ?

18. vmhªkuÀ. – Áøµ¯ÖUPÄ®.

Define planning.

19. Aø©¨¦. – Áøµ¯ÖUPÄ®.

Define organisation.

20. •øÓ\õµõ Aø©¨¦. – ]Ö SÔ¨¦ ÁøµP.
Write a note on informal organisation.

21. Pmhø©UP¨£hõ wº©õÚ®. – Áøµ¯ÖUPÄ®.
Define Unstructured Decision.

22. ""AvPõµ¨ £[PÎ¨¦ (A) £QºÄ'' GßÓõÀ GßÚ ?
What is meant by delegation ?

23. _¯ C¯À£õUP® GßÓõÀ GßÚ ?

What is Self-actualization ?

24. X ÷Põm£õmk FUP¨£kzxu¼ß AÝ©õÚ[PÒ ¯õøÁ ?

What are the assumptions of X theory of motivation ?

25. vmh¨£mi¯À GßÓõÀ GßÚ ?

What is Budget ?

10x3=30
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26. Pmk¨£kzu¼ß H÷uÝ® Cµsk |ßø©PøÍ TÖP.

Write any two merits of controlling.

27. {ÖÁÚ ö\¯»õÍº. – Áøµ¯ÖUPÄ®.

Define Company Secretary.

28. uÛ |£º ÷|µiz öuõhº¦. – ]Ö SÔ¨¦ ÁøµP.

Write short notes on Direct Personal Contact.

£Sv & III / PART - III

SÔ¨¦ : H÷uÝ® I¢x ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 35 &US
Pmhõ¯©õP Âøh¯ÎUPÄ®.

Note : Answer any five questions.  Question No. 35 is compulsory.

29. {ºÁQzu¾US®, ÷©»õsø©US® EÒÍ ÷ÁÖ£õkPøÍ GÊuÄ®.

Write the difference between Administration and Management.

30. £¯ÝÒÍ vmhªkuø» HØ£kzxÁuØPõÚ |hÁiUøPPøÍ ÂÍUSP.
Explain the steps to make planning effective.

31. Á›ø\ Aø©¨¦ GßÓõÀ GßÚ ? Auß ÁøPPøÍ ÂÍUSP.
What is Line Organisation ?  Explain its types.

32. wº©õÚ® ö\´u¼ß £À÷ÁÖ ©õØÖ |hÁiUøPPÒ GßÚ ?
What are the various decision making alternatives ?

33. C¯USu¼ß •UQ¯zxÁzøu ÂÁ›UPÄ®.

Enumerate the importance of direction.

34. FUP¨£kzu¼ß £iPøÍ ÂÍUSP.

Explain the steps in motivation.

35. uø»ø©°ß £oPøÍ ÂÁ›UPÄ®.

Explain the functions of Leadership.

5x5=25
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£Sv & IV / PART - IV

SÔ¨¦ : AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®. 2x10=20

Note : Answer all questions.

36. (A) •øÓ¯õÚ Aø©¨¤ß |ßø©PÒ ©ØÖ® SøÓPøÍ ÂÁõvUPÄ®.

AÀ»x

(B) ""J¸[QønzuÀ'' £ØÔ ÂÁ›UPÄ®.
(a) Discuss the merits and demerits of formal organisation.

OR

(b) Describe the term Co-ordination elaborately.

37. (A) ø©¯¨£kzxu¾US®, ø©¯¨£kzuõø©US® EÒÍ ÷ÁÖ£õkPøÍ
GÊuÄ®.

AÀ»x

(B) uPÁÀ öuõhº¤ß £À÷ÁÖ ÁøPPøÍ ÂÁ›UPÄ®.
(a) Explain the difference between centralisation and decentralisation.

OR

(b) Discuss in detail about the types of communication.
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