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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.

£vÄ Gs
Register Number

!3362NSOfficeManaandSecre!
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1. ‘POSDCORB’ GßÓ Áõºz-øuø¯ E -̧ÁõU-Q-̄ -Áº :

(A) Fº-ÂU (B) öíßÔ L£-÷¯õÀ

(C) íµõÀm Tßmì (D) ¿uº SÀ-¼U

The term POSDCORB is coined by __________.

(a) Urwick (b) Henry Fayol

(c) Harold Koontz (d) Luthur Gullick

2. vm-h-ª-k-u-¼ß ‰»®, Aø© -̈£õÚx \›-̄ õÚ ÷|µz-vÀ \›-̄ õÚ Âå-̄ [-PøÍ
ö\ -́Q-Ó-x :

(A) Âø» SøÓU-S® (B) ö\¯À vÓß Av-P-›U-S®

(C) ö\¯À vÓß SøÓU-S® (D) Âø» Av-P-›U-S®

Planning, __________ of the organisation by doing right things at the right time.

(a) decreases price (b) increases efficiency

(c) decreases efficiency (d) increases price

3. __________ Gs Põ» AÍøÁ AhU-Q-¯-x.

(A) ÁµÄ&ö\»Ä vm-h® (B) ÷|õU-P[-PÒ

(C) {PÌa-] -{-µÀ (D) öPõÒ-øP

__________ is expressed in numerical terms.

(a) Budget (b) Objectives

(c) Programme (d) Policy

4. J¸ |£›ß uÛ¨-£mh ©Ø-Ö® \•-uõ¯ öuõ-hº-¤ß Ai¨-£-øh-°À
E¸-ÁõU-P¨-£-k® Aø©¨-¦ __________ .

(A) •øÓ-\õ-µõ Aø©¨-¦ (B) SÊ Aø©¨-¦

(C) Á›-ø\ Aø©¨-¦ (D) •øÓ-¯õ-Ú Aø©¨-¦

The organisation created by personal and social relationship between the individuals

is :

(a) Informal organisation (b) Committee organisation

(c) Line organisation (d) Formal organisation
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5. Aø©¨¦ Áøµ-£-h® ¤ß-Á-̧ ® Ái-Á[-PÐÒ JßÔÀ ÁÇ[-P -̈£-h-ÂÀø» :

(A) Ám-h-©õ-P (B) Ch-ª-¸¢x Á»-©õ-P

(C) ÷©¼-¸¢x RÇõ-P (D) SÖU-Põ-P

Organisation chart is not presented in one of the following forms :

(a) Circular (b) Left to right

(c) Top - Down (d) Diagonal

6. ""J¸ ÷©»õÍº Gøua ö\´-uõ-¾® Ax wº-©õ-Ú® Gkz-uÀ uõß'' GÚU
TÔ-̄ -Áº :

(A) öí£ºm H. ø\©ß (B) ¤½Uì G®. -÷»õ-£ì

(C) áõß ö©U öhõ-ÚõÀm (D) Bsm¹ ìø»-âÀ
Who equated management with decision making because whatever a manager does is

nothing but decision making ?

(a) Herbert A. Simon (b) Felix M. Lopez

(c) John McDonald (d) Andrew Szliagyl

7. ÷©À-{ø» ÷©»õÍº-PÒ GkU-S® wº-©õ-Ú[-PÒ ]» \©-¯[-P-ÎÀ __________
HØ-ÖU öPõÒÍ C -̄»õu {ø» HØ-£-h-»õ®.

(A) £[-S-uõ-µº-PÍõÀ (B) ÷©À-{ø» £-o-¯õÍºPÍõÀ

(C) -RÌ-{ø» £o-¯õÍºPÍõÀ (D) C¯U-S-|º-PÍõÀ
Some decisions taken by the top management are not accepted by the __________.

(a) Shareholders (b) Top level employees

(c) Subordinates (d) Directors

8. J¸[-Q-ønz-uÀ Gß-£x •U-Q-̄ -©õP Gøu Aøh-̄  ÷uøÁ -̈£-k-Q-Óx ?

(A) Aø©¨-¤ß ÷|õU-P®

(B) \©-{-ø»¨-£mh Aø©¨-¤ß ö\¯À

(C) \©-{-ø»¨-£-kz-u¨-£-hõu Aø©¨-¤ß ö\¯À

(D) ÷©Ø-T-Ô¯ AøÚz-x®
Co-ordination is essential for achieving a __________.

(a) Organisational objectives

(b) Balanced organisational performance

(c) Imbalanced organisational performance

(d) All the above
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9. C¯U-S-uÀ Gß-£x uÛ |£º \õ-µõ TÖ BS® GßÖ TÔ-̄ -Áº __________.

(A) F.W. öh´-»º (B) Tßmì ©Ø-Ö® K ÷hõ-ÚÀ

(C) íõ´-©ß (D) öíß-Ô-L-£-÷¯õÀ

Direction is the impersonal aspect of managing was called by __________.

(a) F.W. Tailor (b) Koontz and O’Donnell

(c) Haimann (d) Henry Fayol

10. Av-Põ-µ¨ £[-P-Î¨-¤ß £i-PÒ __________ .

(A) ö£õ-Ö¨-¤øÚ JxU-S-uÀ (B) ÷Áø»-PøÍ JxU-S-Á-x

(C) Av-Põ-µ¨ £[-P-Î¨-¦ (D) ÷©Ø-T-Ô¯ AøÚz-x®

Steps in delegation are _________.

(a) Assignment of responsibilities (b) Allocation of duties

(c) Delegation of authority (d) All the above

11. uP-ÁÀ-PøÍ J¸ |£-›-h-ª-¸¢x ©Ø-öÓõ¸ |£-¸US £›-©õØ-Ó® ö\´-Á-x
__________ GÚ¨-£-k®.

(A) ©õØÓ® (B) öuõhº¦

(C) £›©õØÓ® (D) CøÁ-PÒ AøÚz-x®

_________ is the transfer of information from one person to another person.

(a) Transfer (b) Communication

(c) Exchange (d) All the above

12. Tm-h[-PÒ, Â›-Ä-øµ-PÒ, P¸z-u-µ[-S-PÒ, ©õ-|õ-k-PÒ ©Ø-Ö® ÷|º-Põ-nÀ-PÒ
__________ ÁøP uPÁÀ öuõ-hº-¤ØS Euõ-µ-n[-PÍõ-S®.

(A) •øÓ-¯Ø-Ó (B) Áõ´-ö©õ-È

(C) Áõ´-ö©õÈ AÀ-»õ-u (D) •øÓ-¯õ-Ú

Meetings, Lectures, Seminars, Conferences and Interviews are examples of _________

Communication.

(a) Informal (b) Verbal

(c) Non-Verbal (d) Formal
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13. FÈ-¯º-PÒ __________ ÷Põm-£õm-iÀ Pm-k¨-£-kz-u¨-£-k-Q-Óõº-PÒ.

(A) Z (B) X (C) Y (D) ÷uøÁ

Employees are to be controlled in _________ theory.

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

14. EÒÍõº¢u uoU-øP __________ ‰»® ö\´-¯¨-£-k-Q-Ó-x.

(A) {Ö-Á-Ú ö\ -̄»õÍº

(B) A¢u A¢u {Ö-ÁÚ FÈ-̄ º-PÒ

(C) ©ØÓ {Ö-ÁÚ FÈ-̄ º-PÒ

(D) £m-h¯ PnU-PõÍº

Internal Audit is done by _________.

(a) Company Secretary

(b) Company’s Own Staff

(c) Staff from other Companies

(d) Chartered Accountant

15. ö\¯-»õÍº Gß-£-Áº £v-Ä-PøÍ PÁ-Ûzx Pi-u[-PÒ £›-©õØ-Ó® ©Ø-Ö®
A¾-Á-»-Pz-vß ÁÇU-P-©õÚ ÷Áø»-P-øÍ J¸ |£-̧ U-PõP ö\ -́£-Áº GßÖ G¢u
AP-µõ-v-°À TÓ -̈£m-kÒÍx ?

(A) \©ì-Q-¸u AP-µõ-v

(B) BUìL-÷£õºk AP-µõ-v

(C) -u-ªÌ AP-µõ-v

(D) B[-Q» AP-µõ-v

According to _________ dictionary, a secretary is a person who handles

correspondence, keeps records and general clerical work for an individual,

organisation etc.

(a) Sanskrit

(b) Oxford

(c) Tamil

(d) English
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£Sv & II / PART - II

SÔ¨¦ : Huõ-Áx £z-x -ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs  28 &US
Psi¨£õP Âøh¯ÎUPÄ®.

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

16. ÷©»õs-ø©-°ß ‰ßÖ ÁøP-̄ õÚ {ø»-PÒ ¯õøÁ ?

What are the three types of Levels of Management ?

17. Ez-v-PÒ Gß-£-uß ö£õ-̧ Ò GßÚ ?

What do you mean by Strategies ?

18. £o -̈£-QºÄ Gß-ÓõÀ GßÚ ?

What is division of labour ?

19. •øÓ-¯õÚ Aø©¨¦ Áøµ-¯-ÖU-P-Ä®.

Define Formal Organisation.

20. |øh-•-øÓ J-Ê[S (A) vm-h-•øÓ wº-©õ-Ú® Gß-ÓõÀ GßÚ ?

What is Strategic Decision ?

21. C¯U-S-u-¼ß Áøµ-Â-»U-P-n® ¯õx ?

Define Direction.

22. xøÓ-°-̄ -¼ß ö£õ-̧ Ò ¯õx ?

What is departmentalisation ?

23. uø»ø© ©Ø-Ö® ÷©»õÍº ÷ÁÖ-£õ-k-PÒ 3 u -̧P.

Give any three differences between Leader and Manager.

24. {Ö-Á-Úz uø»-Áº & Áøµ-̄ -ÖU-P-Ä®.

Define Institutional Leader.

10x3=30
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25. FU-P -̈£-kz-u-¼ß ‰ßÖ •U-Q¯ TÖ-PÒ ¯õøÁ ?

What are the three key elements of motivation ?

26. £o-̄ õÍøµ FU-P -̈£-kzu ªP-Ä® •U-Q-̄ -©õ-Úx Gx ?

What is vital to motivate an employee ?

27. Pm-k -̈£-kz-x-uÀ Gß-£-uØS â.Bº. öhº-›-°ß Áøµ-Â-»U-P-n® ¯õx ?

Define Control according to G.R. Terry.

28. ""A©-z-¯õ'' Gß-ÓõÀ GßÚ ?

What do you mean by ‘Amatya’ ?

£Sv & III / PART - III

SÔ¨¦ : Huõ-Áx I¢-x ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs  35 &US
Psi¨£õP Âøh¯ÎUPÄ®.

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

29. ÷©»õs-ø©-°ß Snõ-v-\-¯[-P-øÍ¨ £ØÔ GÊ-u-Ä®.

Write the characteristics of Managements.

30. vm-h-ª-k-u-¼ß SøÓ-£õ-k-PÒ ¯õøÁ ?

Bring out the limitations of planning.

31. Aø©¨¦ - Áøµ-̄ -ÖU-P-Ä®.  Auß ö£õ-̧ øÍ ÂÍU-S-P.

Define organisation and explain its meaning.

32. wº-©õ-Ú® ö\ -́u-¼ß £i-{-ø»-PøÍ £õ-vU-S® Põ-µ-o-PøÍ ÂÍU-S-P.

Explain the factors affecting the decision making process.

33. ö£õ-¸m-P-Îß Ai¨-£-øh-°À, xøÓ-°-¯À £ØÔ ÂÍU-S-P.

Explain Departmentation by products.

5x5=25
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34. öÁØ-ÔUS ÁÈ ÁSU-QßÓ J¸ Aø©¨¦ uø»-Á-›ß Sn[-PøÍ TÖ-P.

What are the qualities of a successful leader in the organisation ?

35. X ©Ø-Ö® Y ÷Põm-£õk ÷ÁÖ-£-kz-x-P.

Distinguish between X and Y theory.

£Sv & IV / PART - IV

SÔ¨¦ : AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®.

Note : Answer all the questions.

36. (A) ÷©»õÍº Gß-£-Áº ¯õº ? AÁ-µx £o-PøÍ Â›-ÁõP GÊ-x-P.

AÀ»x

(B) Á›-ø\ Aø©¨¦ Gß-ÓõÀ GßÚ ? Auß ÁøP-PøÍ ÂÍU-S-P.

(a) Who is a Manager ? Write elaborately about functions of Manager.

OR

(b) What is Line organisation ? Explain its types.

37. (A) uø»-ø©z-x-Á¨ £õ-o-°ß ÁøP-P-øÍ ÂÍU-S-P.

AÀ»x

(B) FU-P -̈£-kz-x-u-¾US |ßS AÔ-̄ -̈£-k® I¢x Aq-S-•øÓ ÷uøÁ-PøÍ
ÂÍU-S-P.

(a) Explain the types of Leadership.

OR

(b) Explain the five needs of well known approach to motivation theory.

- o O o -

2x10=20


