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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

!4262NSOfficeManaandSecre!
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1. Pøh{ø» ÷©»õsø©°ß £[S __________.
(A) ö\¯À£kzxuÀ (B) E¸ÁõUSuÀ
(C) Psk¤izuÀ (D) PsPõozuÀ
The role of the lower level Management :

(a) Executing (b) Formulating
(c) Deriving (d) Supervision

2. J¸ {ÖÁÚ® __________ Põ» C»USPøÍ Aøh¯ vmhªh¨£mkÒÍx.
(A) {PÌÄ (B) Ph¢u (C) Gvº (D) xÁUP
Planning is acquired to attain the __________ goals of an organisation.

(a) Present (b) Past (c) Future (d) Start-up

3. SÖQ¯ Põ» vmhªhÀ G¢u Põ»zøu EÒÍhUQ¯x.
(A) J¸ Á¸h® AÀ»x J¸ Á¸hzxUS SøÓÁõP
(B) 5 •uÀ 15 Á¸h®
(C) 15 Á¸h[PÐUS ÷©À
(D) 5 Á¸h[PÐUS SøÓÁõP
Short term planning covers a period of :

(a) One year or less than one year
(b) 5 to 15 years
(c) Above 15 years
(d) Below 5 years

4. __________ ÁøP¯õÚ Aø©¨¦ F.W. øh»µõÀ vmhªh¨£mhx.
(A) Á›ø\ (B) ö\¯À£õk
(C) •øÓ¯õÚ (D) Á›ø\ ©ØÖ® FÈ¯º
__________ type of organisation was devised by F.W. Taylor.

(a) Line (b) Functional
(c) Formal (d) Line and Staff

5. wº©õÚ® ö\´u¼ß CÖv £i{ø» :
(A) ©õØÖ |hÁiUøPPøÍ ÷uº¢öukzuÀ
(B) ©õØÖ |hÁiUøPPøÍ ÷©®£kzxuÀ
(C) ©õØÖ |hÁiUøPPøÍ ©v¨¥k ö\´uÀ
(D) wº©õÚzøu |øh•øÓ¨£kzxuÀ ©ØÖ® ¤ß£ØÖuÀ
The final step in decision making process is __________.

(a) Selection of alternative
(b) Developing alternative
(c) Evaluation of alternative
(d) Implementation and follow up of decision
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6. C¢v¯ Aµ\õ[P® £n©v¨¤Ç¨ø£ ö\¯À£kzv¯ Bsk :

(A) 2016 (B) 2017 (C) 2018 (D) 2019

Indian Government Implementation of demonetization took place in the year.

(a) 2016 (b) 2017 (c) 2018 (d) 2019

7. Guß ‰»©õP J¸[Qønzuø» AÎUP •i²® :

(A) ÷|µi BÒ\õº öuõhº¦ (B) öuõø»÷£] öuõhº¦

(C) ªßÚg\À ‰»©õP (D) GxÄªÀø»

Through __________ with people the Co-ordination can be achieved.

(a) Direct Personal contact (b) Telephonic contact

(c) Sending mail (d) None of the above

8. RÌ £o¯õÍºPÐUS ÁÇ[P¨£k® AvPõµ® ©ØÖ® ö£õÖ¨¦PÒ :

(A) AvPõµ J¨£øhÄ (B) ÷©Ø£õºøÁ

(C) Bøn (D) C¯USuÀ

__________ is the assignment or obligation given to sub-ordinates.

(a) Delegation (b) Supervision

(c) Order (d) Direction

9. AvPõµ ¤µv{vzxÁ® Gß£x AvPõµ® ©ØÖ® __________.

(A) ö£õÖ¨¦UPÒ (B) ø©¯¨£kzxuÀ

(C) Pmk¨£õmiß Ãa_ (D) SÊ

Delegation is the act of assigning authority and __________.

(a) Responsibility (b) Centralization

(c) Span of Control (d) Committee

10. ""uø»ø© |®¤UøP ©ØÖ® BºÁzxhß ÷Áø» ö\´¯ RÌ©mh |£ºPøÍ
ysh J¸ ÷©»õÍº vÓß EÒÍx'' GßÖ TÔ¯Áº :

(A) íõ´©õß (B) Tshì ©ØÖ® K ÷hõÚÀ

(C) ÷hÂì (D) öµß]ì ¼UPºm
‘‘Leadership is the ability of a manager to induce Sub-ordinates to work with
confidence and zeal’’ who said this ?

(a) Haimann (b) Koontz and O’Donnell

(c) Davis (d) Rensis Likert
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11. uPÁÀ öuõhº¦ Gß£x __________ ÁÈ ö\¯À •øÓ¯õS®.
(A) Cµsk (B) ‰ßÖ (C) |õßS (D) JßÖ
Communication is the __________ way process.

(a) Two (b) Three (c) Four (d) One

12. Fv¯ SøÓ¨¦ Gß£x __________ FUP¨£kzxuÀ.
(A) {v\õµõ (B) Gvº©øÓ
(C) öÁÎ¦Ó (D) E¢xuÀ
Pay cut is __________ motivation.

(a) Non-financial (b) Negative

(c) Extrinsic (d) Drive

13. FÈ¯ºPÒ u[PÎß BØÓÀ ©ØÖ® _¯ {øÓøÁ __________ ÷uøÁ ‰»®
En¸QÓõºPÒ.
(A) _¯ ©v¨¦ (B) _¯ C¯À£õUP®
(C) \•uõ¯ (D) £õxPõ¨¦
Employees realizes their own potential and self fulfilment in __________ need.

(a) Self Esteem (b) Self actualization

(c) Social (d) Safety

14. G¢u ¦ÒÎ°À Buõ¯® CÀø» |mh•® CÀø» :
(A) §äâ¯ Ai¨£øh vmh£mi¯À
(B) \©{ø»¨ ¦ÒÎ
(C) öµõUP vmh£mi¯À
(D) {PÌa] •øÓ ©v¨¥k® ©Ö £›^»øÚ ~m£•®
The point at which there is no profit or loss :

(a) Zero base budget

(b) Break even point

(c) Cash budget

(d) PERT

15. £søh¯ Áµ»õØÖ Põ»zvÀ ö©õP»õ¯º ©ØÖ® ©µõmi¯ ÷£µµ_ ö\¯»º
GÆÁõÖ AøÇUP¨£mhõº ?
(A) A©z¯õ (B) \âÁõ
(C) ]muõì- (D) ÷©ØPsh AøÚzx®
In Ancient History during Mughal and Maratha Empire, Secretary was called as :

(a) Amatya (b) Sachiva

(c) Chitnis (d) All of the above
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£Sv & II / PART - II

H÷uÝ® £zx ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 28 &US
Pmhõ¯©õP Âøh¯ÎUPÄ®.
Answer any ten questions.  Question No. 28 is Compulsory.

16. {ºÁQzuÀ GßÓõÀ GßÚ ?

What is administration ?

17. öPõÒøP GßÓõÀ GßÚ ?

What is a policy ?

18. Á›ø\ Aø©¨¤ß |ßø©PÒ ¯õøÁ ?

What are the merits of line organization ?

19. ]Ö {ÖÁÚ[PÐUPõÚ ¦v¯ {ÖÁÚ Aø©¨¤ß ÁøµÄ £ØÔ uÛ¯õÒ
B´Ä JßøÓ u¸P.

Give a case study about new organisational structure for small scale enterprises.

20. wº©õÚ® ö\´uÀ GßÓõÀ GßÚ ?

What is Decision Making ?

21. AvPõµ J¨£øhÄ GßÓõÀ GßÚ ?

What is meant by Delegation ?

22. ø©¯¨£kzxuÀ GßÓõÀ GßÚ ?

What is Centralisation ?

23. uø»ø© GßÓõÀ GßÚ ?

What is Leadership ?

24. ö\õÀÁiÁ uPÁÀ öuõhº¦ £ØÔ SÔ¨¦ ÁøµP.

Write a note on Verbal Communication.

25. ©õì÷»õÂß uÛ |£º ÷uøÁ ÷Põm£õmk £h® Áøµ¢x Auß ÷uøÁ
÷Põm£õmiøÚ ÂÍUPÄ®.

Draw the Maslow’s Hierarchy of needs of an organisation and state its implications.

10x3=30
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26. _¯ C¯À£õUP® GßÓõÀ GßÚ ?

What is self actualization ?

27. Pmk¨£õk & Áøµ¯ÖUPÄ®.

Define Control.

28. {ÖÁÚ ö\¯»õÍº & SÔ¨¦ ÁøµP.

Write a note on Company Secretary.

£Sv & III / PART - III

H÷uÝ® I¢x ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 35 &US
Pmhõ¯©õP Âøh¯ÎUPÄ®.
Answer any five questions.  Question No. 35 is Compulsory.

29. vmhªku¼ß C¯À¦PÒ H÷uÝ® 5 £ØÔ ÂÁ›UPÄ®.

Explain any five nature of planning.

30. •øÓ¯õÚ ©ØÖ® •øÓ\õµõ Aø©¨¦PÐUS Cøh÷¯¯õÚ ÷ÁÖ£õkPøÍ
GÊxP.

Write the difference between formal and informal organisation.

31. wº©õÚ® ö\´u¼ß •UQ¯zxÁzøu ÂÁ›UPÄ®.

Explain the importance of decision making.

32. J¸[Qønzu¼ß •UQ¯zxÁ® H÷uÝ® 5 £ØÔ ÂÁ›UPÄ®.

Explain any five importance of Co-ordination.

33. AvPõµ £[PÎ¨¤ß £iPÒ £ØÔ GÊxP.

Write the steps in Delegation.

34. Áõ´ö©õÈ ©ØÖ® GÊzx ‰» uPÁÀ öuõhº¦US•ÒÍ Âzv¯õ\[PÒ
¯õøÁ ?

Write the difference between oral and written communication.

35. Pmk¨£kzu¼ß H÷uÝ® 5 |ßø©PøÍ ÂÁ›UPÄ®.

Write any five merits of controlling.

5x5=25
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£Sv & IV / PART - IV

AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®.

Answer all questions.

36. (A) ÷©»õsø©°ß £À÷ÁÖ £oPøÍ Â›ÁõP GÊxP.

AÀ»x

(B) uPÁÀ öuõhº¤ß |øh•øÓPøÍ ÂÁ›UPÄ®.

(a) Explain the various functions of Management.

OR

(b) Elaborate the Communication Process.

37. (A) Á›ø\ Aø©¨¤ß ÁøPPøÍ £hzxhß ÂÁ›UPÄ®.

AÀ»x

(B) vmhªku¼ß ö\¯À•øÓPøÍ ÂÁ›UPÄ®.

(a) Draw and explain types of Line Organisation.

OR

(b) Explain the essentials of a Sound Plan.

- o O o -

2x10=20


