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Part III — Vocational Subjects

Sieuevds Goeonessremow|d GlFuieSlwey|b
OFFICE MANAGEMENT AND SECRETARYSHIP

(s wHmID Y Bidle eufl / Tamil & English Version )

&Te 2jera] : 3.00 wewil CHIL ] [ Qrss wHUCuaTgeT : 90
Time Allowed : 3.00 Hours | [ Maximum Marks : 90

SPlejemraer : (1) Soarsg elarmss@pd slwrs ueurd o dreTsT ereamLSaman
sflurisgs Camerere]b. F&HLLS el GammulmLller, amms
sasrentiiurerilb o | arquwirgsd Csfelssean.

2) Beowd deg &S®mUY owulomar LEHGCL 6rWgUSH @D
Sl &CHMg(HeusH@D LweThds Ceuear(hd. LILBISET eUaFeUSN S
Quenfled LweT(HSHe| .

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.

L@&3| - I/ PART - I

GOy : () weuIsg NHaTssEnsEh el wefldsaLb. 15x1=15
(i) Gar@ssiul@erer wrHm el saflld Weayb oUW
adevLerwd Carpbgshdss GMuILHLear elleLuleamenyb GCargg)
CT(LPSELD.
Note : (i) Answer all the questions.

(i) Choose the most appropriate answer from the given four alternatives and
write the option code and the corresponding answer.
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1.

‘POSDCORB’ eraiin GUTTSESE! 2 (heumssluieu

(<) oerieils (<=,) Qameml ooLGwimed
(@) anrreLl Fwmer e (F) QIam GlsE

The term POSDCORB is coined by .

(a) Urwick (b) Henry Fayol

(c) Harold Koontz (d) Luthur Gullick

S L(Hsedler epeld, SenliLimeng stlwrer CrrsHe sflumer allagpwibigsaner

Cewldlmg)
(=) eflened GEMDEGLD (<) Cewed e =dlailsEL
(@) Cawe Fmer GemESLD () eflened =SHlafE@Ld
Planning, of the organisation by doing right things at the right time.
(a) decreases price (b) increases efficiency
(c) decreases efficiency (d) increases price
CTEWT ST SETN6 AL SE g
(=) eurey-Cgeway S b (<=4) Crrésmiser
(@) Hlawpssl Hlre (rF) Garearens
is expressed in numerical terms.
(a) Budget (b)  Objectives
(c) Programme (d) Policy

@@ pufler gafllullL wOHmD Fwsrw CQsrirler oglueamuilead
2 (HEUTSHSLILI(HLD SenLDLIL

(1) pePDETTT SAEMDOLILY (<) G ey

(8) auflens sepoLILY (FF) peDWITET ey

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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SUIL] eUenFLLLD L96mal(HLd 6ulqeUMBISEHET eemmled eULPmISLILIL edldena :

() aulLLoms (=) QL LOI(BHG eueDTS
(@) Codlppa Sprs (") Goésrs
Organisation chart is not presented in one of the following forms :
(a) Circular (b)  Left to right

(c) Top - Down (d) Diagonal

“@@m Coerat amssd CFLsTID g STLTard TOHSSH Srem orerd
FaMIWLIGUIT

(<=1) Qamum’ 6. enaLoe (<) 9e0&6v erib. Ceomuiev

(@) grer Glng GlLmermed (F) <pewTieh eveneadled

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

Guablene Cumeriser rHdH@n SToramsdr o Fowniseaid
gHms& Gamerer @uiers Hlena 6L emLD.

() UBIGSTFTS6TIeD (<) Cuedblened LiewiwmeTTseTTE
(@) Spbhleney LenflwmerigaTmed () QU&EGBTSETT

Some decisions taken by the top management are not accepted by the

(@) Shareholders (b)  Top level employees

(c) Subordinates (d) Directors

RBHBIEM@THSL TaTLIg (PSS LTS Tens Aenw CsameuliLhidmg ?
(1) evwliben CrresD

(<) sBleveliul L Sjenwliber Glguwie

(@) swBleelu@ssuuLTs Samwiiber Cgwe

(rF) Cupambhlu anearsgib

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.

10.

11.

12.

QUEGSD TG el BUT FTIT Sam @G0 6remm Fnmdlwieurm

(=) FEW. Quweor (<=4,) gmerm e OMID 6@ CLmewTed
(@) epmiier (FF)  QamermlsoLiGuimed

Direction is the impersonal aspect of managing was called by

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

(c) Haimann (d) Henry Fayol

SSlarrl unisetluGen Ligser

(=) Qumrmiilener 6816E560 (<=1,) Couamergeme 6816 E UG
(@) =dlarri unisefliy (rF) Cupammhlu anarsgib
Steps in delegation are

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

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

SHaleHmer e UM L MmBE LHEDTM® HUMmEE uflbrHnd Cslel g

ereliL(hLD.
(<=t) wTHOD (<) Camiy
(@) uflbrHmd (FF) QneUsET SnETHEILD
is the transfer of information from one person to another person.
(a) Transfer (b) Communication
(c) Exchange (d) All the above

Fal_Lmser, allfleyenrser, smSsrm @Gser, rBT(H&6r wHmib GbirsTemTe &er
UMS S5 CSTLMADE 2 FTrenThiSeTT@LD.

(=) perpwHD (<) eumGliomfl

(@) eumi@wmgl ears (FF)  (penmuwimen

Meetings, Lectures, Seminars, Conferences and Interviews are examples of
Communication.

(a) Informal (b) Verbal
(c) Non-Verbal (d) Formal



13.

14.

15.
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2emL N ULIT& 6T Carlum’ige s HUuBSsLUOEDTTSET.

(1) Z (=) X (&) Y () Ggene
Employees are to be controlled in theory.

(@ Z (b) X () Y (d) Need
2 GTEMThS Hewil&Hems epod ClwliLGEmg.

(<=1) Bmieuer Qeweomari

(=) bs SibS Hlmeuer safluirser
(®) wHm Hyeier ssmflwirger

(FF) Ul W Saudsmert

Internal Audit is done by

(@) Company Secretary
b

(b)
(c)
(

d) Chartered Accountant

Company’s Own Staff

Staff from other Companies

QewemerT erarLeul Lleajsamer seuallisg sigsmiser uflormmbd wmHmb
&@u@_lwasggﬁm GULP& LD G Gouemevsener &(h BLI(HESTS QFWILIeUT ereuml eThs
S&TTHuded sapliuil’ (hererg ?

(=) swevdl(ms ASTTH

(<=4) W&o CUTTH ASTT

() sl <isp

() Ymdleo osyrd

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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LU@&g - 11/ PART - II
@gﬂlhq : gFTeUg LSS NamEs@rs@ allanlwellssea b, ellarm ereamm 28 -&@)
SHevTIq LILING 6flenL_WaT&&e]Lb. 10x3=30

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

16. Guereamenuder epemm cUeNSWTET HleneeT wrene ?

What are the three types of Levels of Management ?

17. 2 .58l56T eremuigen ClLMHET ereme ?

What do you mean by Strategies ?

18. uewfluudlie] eTammmed eTemes ?

What is division of labour ?

19. (peODWITET UL U LMISH6LWD.

Define Formal Organisation.

20. perL(penn @(phi@ (<=f) HLpen STOTEID eTemT6 6Temem ?
What is Strategic Decision ?

21. QUGG UaTelledGHETD Wg) ?

Define Direction.

22, gienpulwedlen Qummer wirg) ?
What is departmentalisation ?

23. gaeend Hm Gwemert CeumiLThseT 3 H(Hs.

Give any three differences between Leader and Manager.

24. Blmeuens el - UENTIMIESHE|LD.

Define Institutional Leader.



25.

26.

27.

28.

26155 L1LI(H&S6 epGTn (PSS FnmISET WTenel ?

What are the three key elements of motivation ?

venflwrereny ear&slIL(HSS WEa|D PSSLLLTETS 6Tl ?

What is vital to motivate an employee ?

3362 (NS)

SLHUUBSSIS® eTarugsH@ ol Gifluder euenrelledseamtd wimg ?

Define Control according to G.R. Terry.

“DOSUIT GTGITMTED GTEIE ?

What do you mean by ‘Amatya’ ?

@3 - 11 / PART - III

GOy : eFmeug BHE AamssErsE llalwalldseyb. eflarm erawr 35 -&@E

Note :

29.

30.

31.

32.

33.

S6wTlq LILITG clenL_wiei&&e] .
Guerarenoudlen @eanTTSlFwBISmETL LIHMH 6T (LPSe|LD.
Write the characteristics of Managements.

S L (Hsedlen GmpUTH&ET wreneu ?

Bring out the limitations of planning.

S - UTLMSGSED. AFem CUmmeneT aNlemd@s.

Define organisation and explain its meaning.

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

5x5=25

Erorerd Qaiigaler LigBlerogamer LTH&G@ED srrenflaamarn allemda@s.

Explain the factors affecting the decision making process.

QumrmLsaflen ojgliLienuled, gevpullwied Pl alleTd@Hs.
Explain Departmentation by products.

[ SlmLiys / Turn over



3362 (NS) 8

34. QeaunMlsE allfl eu@GESem e DeMLIL| SEEUTET GBS Fnnis.

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

35. X wpmid Y Carlur@h Caumu®isss.
Distinguish between X and Y theory.

LGS - IV /PART - IV
SN : Siemesisg HaTssErsEhn eblenwaflésaw. 2x10=20

Note : Answer all the questions.

36. (=) Geomeri ererueu WM ? jeurgl Lantsamer allfleurs er(pg)s.
3|6V
(=) aufleng NIl GTEMDITED CTETET ? DHEM EUMSHEET GHleTd: E)s5.
(a) Who is a Manager ? Write elaborately about functions of Manager.
OR
(b)  What is Line organisation ? Explain its types.

37. (&) svaawsglalll Lranuier cuamssamer 6l6md:@s.
360605
(<) 2ar55ILHSSISNES Bev@ ADILILHID BBg AemiGpenn Coamelsanar
cflemd 5.
(a) Explain the types of Leadership.
OR

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