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Part III — Vocational Subjects
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OFFICE MANAGEMENT AND SECRETARYSHIP

(s wHmID Y Bmidle eufl / Tamil & English Version )
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Slejemraer : (1) Sarsg edlarmss@pd slwrs ueurd o dreTsT ereamLSaman
sflurisgs Camerera]b. &L el GammulmLlder, amms
sansrentiiurerilib o L arnquwirgsd Csfelssea .

2) Beowd deg &S®mUY owulamar LEHGEL 6rWgUSH @D
Sl &CHMg(HeusH@D LweThds GCeuear(hd. LILBISET eUamFeUSD 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 : () DS g NaTssEnsEh el waflésaLb. 15x1=15
(i) Gar@ssuul(herer wrOM el sefléd Wsed eHymLW
devLerwd CarpLgshdss @GMuILHLear elleLulamenyb 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.

sanL_blene Goeomerenioudlem Limkig, .
(=) Aewou®Ossgise (<=4,) 2 (HeUTEGS6

(@) sar@Olyssa (/) Samsmeantlssa

The role of the lower level Management :

(a) Executing (b) Formulating

(c) Deriving (d) Supervision

@ Hlmieuerd &M @Q&HGHMeT el S L LBIL L’ (HeTerg).
(<) Blsipey () 5155 (@) el (m) sieuss
Planning is acquired to attain the goals of an organisation.

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

GnEW Fre HLIOL O THE STOSnS 2 6TeTl_&&lg).
(1) @@ UGLD SDRg @O IBHLEEEE GDDaINs
(=) 5 s 15 au(mLLD

(@) 15 eumL s Eh&EE Goed

(FF) 5 QUHLBISEH&GS GMDeITS

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

s Wrer el FW. enLermed Q%]I._I_LIS]I_I;IUI._I_Q.

(1) auflens (<},) Geweum

(@) @penmwimen () euflens wHMID 2eTLflwIT
type of organisation was devised by F.W. Taylor.

(a) Line (b) Functional

(c) Formal (d) Line and Staff

Erorerd QEwligedler @mid LigHlae :

(=) wrHm BLalgsmssamer CoTHlSHSSHD

(=) LrHM BLeulgSenssamer GLoLI(HSHIS6D

(@) wrHn pLealgsmssamer LEHLILTH CFlige

(rr) Srorersens penL(pepliL(Bs g LHMD GNeTLDHniHa
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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@B rermisd Uarodlldplieou dewoubsHu e

(=) 2016 (<) 2017 (@) 2018 (/) 2019
Indian Government Implementation of demonetization took place in the year.
(a) 2016 (b) 2017 (c) 2018 (d) 2019

CTHET PLPLOTS e(HEISlenansgsamne ieflss (Lpigb :

(=) Crrig oeramt Cgmiy (<) CsrenaCGusl QgmiL
(@) WeTETErEa (LPEILDTS (FF) erga|ldene
Through with people the Co-ordination can be achieved.
(a) Direct Personal contact (b) Telephonic contact

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

& uanflwreria@ErsE uPRISLLIRD ASHSTTD wHmibd QurpiiLser :

(=) @dlamr eliLemLa| (=,) Cpurirene
(@) panaum () QusEsa
is the assignment or obligation given to sub-ordinates.
(@) Delegation (b) Supervision
(c) Order (d) Direction

<Slarr Grdhldsgiald ereamig FaTrd wHmD

(=) Qurmiliyéser (=),) evwiL(hS SIS
(@) sl @uurliger eiFs (F) &Ww

Delegation is the act of assigning authority and

(@) Responsibility (b) Centralization

(c) Span of Control (d) Committee

“geneed BAGms LHMD < TaudgLar Ceuenad GFiw Spl L BUTsamerT
glenT e Goeomert Slmen o eTerng)” eremm Fmmlulelr :

(1) enmuLmes (=) saarov LHMILD ¢ CLTered

(@) Grallev (FF) Qrendlev ed&sm

““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.

12.

13.

14.

15.

F&6Ue) QFTLITL| eremig) Ul Cswe apepmuIm@Lb.
(<=1) @ram( (=) epamp) (&) prane
Communication is the way process.

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

sargll GenmLIL| eTaTLIg) o2& LI (HSHISHED.

(1) Blglsmym (<) erélfioenp

(8) Gleueflyw () epsise

Pay cut is motivation.

(a) Non-financial (b) Negative

(c)  Extrinsic (d) Drive

sanAlIrgeT Shigeflen ,Hme WHMID Fuwl Hlepmenel
o GBS DITTSET.

(=) sw wHliLy (=),) FW @QUIOLITSSLD
(@) spsmu (%) ungsTOL
Employees realizes their own potential and self fulfilment in
(a) Self Esteem (b)  Self actualization
(c) Social (d) Safety

TS LeTarludled <, D @eeaned BL L (PLD @6eaned :
(1) Ymslw Sjgliuen Sl Ll iquwie

(<=4, swibleneoll Ljeerf]

(@) Qrrés Sl iquie

(F) Blap&sl wem LSHUSEL LN Lflfoemear HIL LD
The point at which there is no profit or loss :

(a) Zero base budget

b) Break even point

c

) Cash budget

(
(
(d) PERT

(rr) qpetry

(d) One

Cgenau epaoLd

need.

uemenL W euFeordm sredsled Gorgsomur whmb wrrliguw Currs Cewer

GTEUGUTMI <HEMLPSHSHLILILL T ?

(1) S (=) sgBleur

(@) Fflgmev () Cuhsar Sjmarsgib

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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u@&d - 11/ PART - II
gCaeib us5gH amsseErsE o welldsab. ellarm eream 28 -&@
SL_Lmuwng elen wefl&sab. 10x3=30
Answer any ten questions. Question No. 28 is Compulsory.
Hlireudlgged eremmmed eremen ?

What is administration ?

C&TETENS GTETMTE GTesTEnT ?

What is a policy ?

aufleng iepolIdle BemenDEET WTenal ?

What are the merits of line organization ?

fm BmeuarbisEpssrear Lgw Bimelar epwliber cuamrey LD Setlwmer
PG| RETeD S(BHS.

Give a case study about new organisational structure for small scale enterprises.
grorend CFliged erammmed eTemenr ?
What is Decision Making ?

SSSTT Q@UILIHL 6| GTETDTE 6TETET ?
What is meant by Delegation ?

WWLIL(HSGISHE GTETDITE) GTE0T6 ?
What is Centralisation ?

SENEENLD GTEIMTED GTETE ?
What is Leadership ?

QEmevallgel $&eued QT LHM GOILL euemrs.

Write a note on Verbal Communication.
wrevGereiler gafl puT Csemeu Carlumr’ (h UL eumFhg Her CgHama

Carlur’igenear aleT&EsHe, .

Draw the Maslow’s Hierarchy of needs of an organisation and state its implications.
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26. S QUWEOLITHSLD GTGTDTE) GTET6 ?
What is self actualization ?

27. s(HUur® - euenrumisse]|b.
Define Control.

28. Blmeuen CFwemert - @GDILIL] cueTS.

Write a note on Company Secretary.

L& - 11/ PART - III
a@g,@d) whG NaTsEsErsE ol weallsse|b. allarm eram 35 -5
SL_LTwiwng e wefl&se . 5x5=25
Answer any five questions. Question No. 35 is Compulsory.

29. SllLf(phsedler @QuidLger gGaeabd 5 undl elleutlEsab.

Explain any five nature of planning.

30. (pPeDWTET WHMID (PEDHETTT AeLILSERSE QenL Guwrer Coumumhsenar
T(PSIS.

Write the difference between formal and informal organisation.

31. Smwrend Geligeder psHwusgeuseans ellalflEseb.

Explain the importance of decision making.

32. g@rdlmarsseler (paHwsgald gGsaib 5 unml edleifssea|b.

Explain any five importance of Co-ordination.

33. flsrr unigefllber Ligsear LDl eT(LPSIS.
Write the steps in Delegation.

34. aumGomfl wHMD TWPSFH P FHeUD QSTLILSGpeTer 6dlHE WmTEniser
wrenel ?

Write the difference between oral and written communication.

35. sl (uu@pgsder gCsaid 5 berennsameT afleul&se]Lb.

Write any five merits of controlling.
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@& - IV /PART - IV
SlemensG NaTTESERSEGD ellen_iet&se,Lb. 2x10=20
Answer all questions.
(=) Cueramrenoudler LOGeum Lanflsamer alfleurs er(pgis.
ENTVIOVE:
(=) sl CgrLmder penL(penpeHenet allalflsseaLd.
(a) Explain the various functions of Management.

OR
(b) Elaborate the Communication Process.

(=1) auflens enwliben cuamggHemer LILSFIL e alleuflEsem.
ENTVIOVE:

(=) S bl(hgedlen Cgwepenmsener allelfsseaLd.

(a) Draw and explain types of Line Organisation.

OR
(b) Explain the essentials of a Sound Plan.

-00o0-



