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OFFICE MANAGEMENT AND SECRETARYSHIP

(WD wOHmID pmidlew eufl / Tamil & English Version )

&re lemey : 3.00 wewfl CrFLD ] [ Qorgg wHutluearger : 90

Time Allowed :

Sleyenrser

Instructions

Goioy : (i)
(i1)

Note : (1)
(ii)

3.00 Hours | [ Maximum Marks : 90

(1) emansg ellemmasend sflurs Ldeurdl o drersr erartusmen FMLTTSSIS

Qamarera . S&F&HLILF el GapullmLider. amms seamsreanilimerfliLb
o L amqwinss Ggfleilgsem.

(2) Beowd gy smLUY owulamar LLECWL  TPFHUISDHGLD
23 &ECsTg(Haugn@Gb LweaU(hds GCalar(Hb. LLBIGET eUaeUsnE
QuenFled LT I(HSSeLD.

: (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.

U@ - I/ PART - I

SemenEHG NeaTESHEREGD allen_etl&seLD. 15x1=15
Qarhdsiiul_(Herer LTHN elenLsafled SeYD eFOLEOLW  6lenLamwid
CambOsH&s5 GOHUILHLer alenulamanb CFrsgl 6r(psea]w.

Answer all the questions.

Choose the most appropriate answer from the given four alternatives
and write the option code and the corresponding answer.
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1. Cuoereamrend ererLig) HL_G1Iq &60&.
(=) uenflwiorsgiLeT (<) satlwmer
(@) wewnflumer () GWWLIS
Management is a activity.
(a) Employer (b) Individual
(c) Employee (d) Group
2. Cueramepoudley QUISGTTEET G, Senaend HlTeurdl OHMID Seneeur
L HCWITT L@ eur.
(=) senL Hlene (=) 2w Hlenew
(@) Qué&s Blene () Qen Hlenaw
__________ management consists of Board of Directors, Chief Executive and
President.
(a) Lower level (b) Top level
(c) Operative level (d) Middle level
3. pfarLsre S e ETOSMS 2 6TeTL &Sl Ig).

(1) 15 UBLBEISER&GGD GEDHeUTS
(=) 5 Wsed 15 au(pLLDd

(@) 5 UHLBISEREGD G&MDEUTS

(FF) 15 aumLmsEnsE@ Goe

Long term planning covers a period of
(a) below 15 years

(b) 5 to 15 years

(c) below S years
(d) above 15 years

4. eomewure sL(Huum Siemwlide 2 eTerg.
(1) Wpenmwimen (<) auflena
(@) @penmamym () euflens wHmID 2eTLflwIF
Unity of control exists in organisation.
(a) Formal (b) Line

(c) Informal (d) Line and staff
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grorernd QFwuigadler @md Uigblene

(<=1) LTHY BLealgsmassmar LEHUEH CFlige

(<) wrHm BLalgsmssamer CoTHolSHESe0

(8) Srwrargens B (pennliLI(HSSHISD HMLD YGerenrt L Lb
() rHm BLeugsmssmer GDL(HSHISD

The final step in decision making process is

(a) Evaluation of alternative

(b) Selection of alternative

(c) Implementation and follow up of decision

(d) Developing alternative

ETOTEID eTemy eUMTEHend b UL L g

(<=1) QL&Lmev (=) QLACaIT

(@) Qe () Cuopammlu ergla|wbldeame
The word ‘Decision’ is derived from the word

(a) DECIDAUS (b) DECICARE

(c) DECIDERE (d) None of the above

@ Semwliber BHGILIWIT eremLg

(<=1) @oRSmamrssed (<) Clurg) wgliy
(@) @ss L () &w Geuamed
Goodwill refers to the of the Organisation.
(a) Co-ordination (b) Reputation
(c) Morality (d) Teamwork

Sl o dmer LewilwmerisEhdsdlean_ Gl 2 6Ter 2 me ereueumrm &L -

LG SEmg ?

(1) Ceorewrend (<) LIFELUITLD (@) & 2 () BHGLWT
refers to mutuality among the employees working in the organisation.

(a) Management (b) Reciprocity (c) Team Spirit (d) Goodwill
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9.

10.

11.

12.

SSlarrl udlitey eremigl FSTrb wHmILD LSlTeug) <4@ELw.
() sl@uurliger eiFama (<) QummiiLsenar

(8) Gpma (FF) edwwlL(HSSMma»

Delegation is the act of assigning authority and

(a) Span of control (b) Responsibility

(c) Committee (d) Centralization

“Henaenld BLDIAEME LHMID 2 TeudgL e Gouaned & EPOL L BUTSEET GTewrL
e CemerT Hmer 2 6targ)” eremm Fmmluler :

(<=1) Greev (<4,) @nmiILome
(@) Grendlev efl&sm (FF) &mewrLev LOOHMID 6@ ClLmeimemed

Who said “Leadership is the ability of a manager to induce subordinates to work
with confidence and zeal” ?
(a) Davis (b) Haimann

(c) Rensis Likert (d) Koontz and O’Donnell

Fal_Lm&eT, ellfle)enyaeT, &HSS TGS, LTBHTH&ET HmiD GBiTETeRTeSET @)6nelseT
UM F&H6UD CISTLITLIESE 2 STTEmTHBISETTELD.

(S1) pemwimer (<) eumGiompl

(@) wpepwhn () eumiGomfl oeers

Meetings, lectures, seminars, conferences and interviews are examples of
communication.

(a) Formal (b) Verbal

(c) Informal (d) Non-verbal

oarg@ smrewl eremmmed _ CBrEdl BemSed 2, @GL.

(1) Gewe () Q&G () Coréanadr  (F) 2 bgigeD

‘Motive’ means moving into

(a) action (b) goal (c) objectives (d) drive
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13. eaplwiiser Carlur’ige sl HUUOSSILGSDTTSET.
(1) Z (<) X (&) Caean () Y
Employees are to be controlled in Theory.

(a) Z b)) X (c) Need (d Y

14. sl Yerefludldh <psmubd @eena BLL (P @leene :
(=) Qprés S LUl iquwie
(<=4) Uil Sjgliten Sl Ul iquid
(@) Blapssl wep wHIEHL wyuffoemer I LD
() swHlenevliLeTer]
The point at which there is no profit and no loss.
(a) Cash budget
(b) Zero base budget

(c) PERT
(d) Break-even point

15. uamenLw aurerHm sresdle Clwrgorum woHmb wrriguw Currs, QEwemert
GTEUGTM HHEMLOSSHLILIL L TT ?
(=1) sglour (<) B Blav
(@) iwgwr () Cpsar ojenergg)Ld
In Ancient History during Mughal and Maratha Empire, Secretary was called as

(a) Sachiva (b) Chitnis
(c) Amatya (d) All of the above

U@ - I / PART - II
@[ﬂquz a5meug USH oNamrss@nsE elanlwelsseb. edlarm eoram 28 -&@&
SL_Lmwwnd 6len_wefl&se|n. 10x3=30

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

16. WBSawr(HbD LWSTLRHSHID S LBRIGET cTETDTE) 6Teomen ?
What are repeated use plans ?

17. QFTeTens GTRMITE GTese ?
What is a Policy ?
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18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

STRIGET ereleumm Uanflwumeris@né@ uanfl ogs&® teweirsdr ?

How will you assign duties to the employees ?

S L (pepp ETOTEID GTEHTE GTemesr ?

What is Strategic Decision ?

QUWSEGSHE GTEMTE) GTemen ?

What is Direction ?

SFlsrrl udliey eramred eTerer ?

What is meant by delegation ?

Qgmed eulgel FoHeue Ggmiy undl GHILL elmrs.

Write a note on Verbal Communication’.

gm@mmggmgﬁm CUENGSHENET 6T (LDG)IS.

Write the types of Leadership.

2ar&SLILIHNSSHD — QUETIIMISSHE|LD.

Define ‘Motivation’.

o aremmihg wHmD Geuefllim Geu@wdasamarts L iquwiadl(hHs.

List out the intrinsic and extrinsic rewards.

QBT GoE ereueurm Geramenouier Lienflgener LHml GHILLAHEDTT ?

How Luther Gullick classifies the functions of Management ?

Blmeier Gewemrerflem GLmmiLiL&meT 6T(LHS)s.

Write the liabilities of a Company Secretary.

anrmebl. dneme Fmmid S L (Hseller Breand, (PpadHlu Crrésmsamarts UL iqwed(hs.

List out the four important objectives of planning according to Harold Koontz.
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L@ - IIT / PART - III

G : gCaeid mBa MarssErsE o wealldsab. olarm eream 35 -&@
SL_L_muwns adlenL wefld&sea|b. 5x5=25

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

29. o wiblene Ceramenoufen Liewtlser LHD ebleutlGseab.

Explain the functions of Top Level Management.

30. Sl 0(hgedlem Barengemer afleufl&EgHe|m.

Explain the advantages of Planning.

31. (p@DWITET OHMILD WPDEFTTT LI GERsSemLGuiwirear CaumumhEeneT 6T (Lpgis.

Write the difference between formal and informal organisation.

32. @mudlmanssadler gL LUArFFmnaTsmens Fmms.

State the problems in Co-ordination.

33. oagslL(HSSel6n Lilgsaner allers@s.

Explain the steps in Motivation.

34. s (Huu®Osseler Beareanwsamer eilelfl&seaLb.

Explain the merits of Controlling.

35. QummLsatler gLt uled geppuiliied erarLiser CLUITHET WTg ? AS6T HeTenLd
Sennganar alerd@s.

What is meant by Departmentation by products ? Write its advantages and
disadvantages.
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L@ - IV / PART - IV

GOILLY : Semenisg alamss@ErsEn ellanweldsab.

Note :

36.

37.

Answer all the questions.

(=) Cuerarrenoudler LCeum Lanflasear LDl edlifleurs er(pge|b.

S|V

(<) sseue Qgrmder LaGam eumssamer allfleurs alleurdlsseb.

(a) Explain the various functions of Management.
OR

(b) Discuss in detail the types of Communication.

(=1) wrevGaredlen Caeneu euflengsener GMISE elleurdlaEseab.
360605
(<=,) Srorernd Qeligeler Ligblaneser LbM efleuflésalb.

(a) Discuss Maslow’s Hierarchy of needs.
OR
(b) Explain the process of Decision Making.

-00o0-

2x10=20



