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OFFICE MANAGEMENT AND SECRETARYSHIP

(WD wOHMID midle eufl / Tamil & English Version )

& emey : 3.00 wewfl Cr ] [ Qorgg wHutluarser : 90
Time Allowed : 3.00 Hours | [ Maximum Marks : 90

SiNleyemnraseT : (1) Ameansg elamésenb sflwurg udeurdl o drargr erarugmer FflumTég) s
Qs maremeybd. iF&HLILSaND GHaDulmLler. emns searamenillimerilLb
o | anquinsg Cgfledssal.
(2) Beod g &sHLUY @obulmar WLLHCL T USDHELD
93 &CHT(HeusNGL LweT(hsS Ceuamm(hd. UL BIGE auenFelsnd
QuenFled Liwem(hHgSe,Lb.
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.

U@3) - I / PART - I

GOy : (1) Semensgl alamss@rs@n el waldsey. 15x1=15
(ii) Qar@ssiiul(érer wrHn el seafle Wb egnyenLw el mud
Cambos(hssis GOUILHLer eleLulemarb Caigg e(psew.
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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LGl eMs euarddlen wmHme Gamam( eelbleumm Lewtuiemearub

CeeueuCGan (pigiLIGMGLD.

(<=1) Cprég Hlana (<) Hlifeudlsses
(@) Gdsmple (rr) Cememrenlo
is an act of getting things done through people.
(a) Orientation (b) Administration
(c) Profession (d) Management
L0l 6) eTemig ep(h [Hlmieueid s @Qes@Gsamer el Coamalli-
U ng.
(=) erdli (=) Hlsp (&) glouss (r) sLpb5
Planning is required to attain the goals of an organisation.
(a) Future (b) Present (c) Start up (d) Past

GeruDDS Feumlenmed HUFTHD eSlGSILHILD.

(=) QaraTenagHanerT (=) Slsener

(&) peLpepow (r) s

Fine will be imposed for the violation of

(a) Policies (b) Rules

(c) Procedure (d) Plans

uentl @DS5S NleUTBISET L BISIW ,66mTLD eTaTIL(hILD.
(=1) uanfl HUSE (<) uenfl efleT&asn

(@) wewll QgweoLim( (FF)  wemfl L@LLMUGY

The document containing the details regarding job is known as :
(a) Job evaluation (b) Job description

(c) Job performance (d) Job analysis
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UMSWTT el FW. enLaormed Ql'_l_uﬁ]l_l;lul'_l_gﬂ.
(1) pevpwime (<) aufleng
(@) euflens wHMID eTLHlwIT (FF) Qaweum

type of organisation was devised by F.W. Taylor.
(a) Formal (b) Line
(c) Line and Staff (d) Functional
“em CemerT eTangd CFISTID g grorend Ceiged STem’ GTEs FadlIeU
(1) pemren cvaneadled (=) 9e0&a6v erid. Ceomuie
(@) Canurm’ e. engLoest () sgmer G&6lL_memmedL
According to , “whatever a manager does is nothing but decision making”.
(a) Andrew Szliagyl (b) Felix M. Lopez
(c) Herbert A. Simon (d) John McDonald
LPG eremmp Gameatensenit @bl ojpammbisLd ) g';r'rLDrr@'rLb Qeligg).
(1) 1993 (<) 1991 (@) 1994 (rF) 1992
In , the LPG policy was adopted by the Government of India.
(a) 1993 (b) 1991 (c) 1994 (d) 1992

PELONS (HEIFmamssame jaflss (LplgLb.

(=) QgreneGusdl gy (=) lememepged ppeLDTs
(@) Cwirg <peramt G (FF) @eupmieT ergiedleened
Through with people, co-ordination can be achieved.
(a) Telephonic contact (b) Sending mail

(c) Direct personal contact (d) None of the above
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9.

10.

11.

Qus@se eremlg erliGUTgD WG PEOD.
(<=1) dorgss)

(<) Coallmpgl S CrrédlullmsEd

(@) uhsms SanL

(F) SR mHE G Crrésludms@n

Direction always follows approach.

(a) Vertical

(b) Top-Down

(c) Horizontal

(d) Down-Top

QR (P&HW enwwiors BiminsHe smLUHeug) :
(<) Ceomeri (=) e@LWlU( SIS
(@) =dlamyb (FF) epWLILHSSTELD

refers to the degree to which decision-making process is concentrated
at a single point in the organization.

(a) Manager (b) Centralization

(c) Authority (d) Decentralization

eTeTLIg Hmaelisetien edlBLLD, Snanwser OHmID wpwnsluie Coriquirs
QR STEEEMS JHUHSSH g6 ppld GH&ECHTETHMET ML MeIGEGL 6
SENEL WG LD.
(1) se@E@EF 6D (=) QuEse
(@) wewtlwmert BHlwibed (FF) o6m&@HeilEs e

The art of influencing others to direct their will, abilities and efforts to the
achievement of goals is

(a) Leadership (b) Directing

(c) Staffing (d) Motivating
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13.

14.

15.
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gaeUe) Qammy eremug _ allfl QEwuepenmuIm@Ld

(1) prene (<) @rewr( (@) 26 () epemm
Communication is a way process.

(a) Four (b) Two (c) One (d) Three
sar55LILI(HNSGISd e GFweour® e pufler & @Qhg CsrLmi@Hng.
(1) Cgemau (<) Clawed (&) prss () e-psige
The process of motivation starts from of an individual.

(a) Need (b) Action (c) Behaviour  (d) Drive
Qeueflurmibs sentlsamns epod CFEwiL@GEmng.

(=) Blmeuer Gaweomert (<) UL w QFeve| Sewtésmer

(@) Guevmert (FF) ULLW SaTéSETerT

External Audit is done by
(a) Company Secretary (b) Cost Accountant

(c) Manager (d) Chartered Accountant

QewemerT erelell USle|smeT Seualsgl, &g mEeT UMLTIHMLD LHMLD
SlleUesSSlen eupssoner Ceumasamer LN BLMESTES CFLILIGT 6Temm)
SETTEID Fmpliul (HeTerg.

(1) g mdle (<=4) DEEVe-CUMT(H

(@) Guem@uler (FF) QeulievLir

“Secretary is a person who handles correspondence, keeps records and does
general clerical work for an individual, organisation etc.” is mentioned in

_____ dictionary.
(a) English (b) Oxford
(c) Penguine (d) Webster

[ Hmluys / Turn over
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L@ - II / PART - II
@Mly : gCoenb usSEH AamssErsE el walsseyb. elearm oaar 28 -&@&
SLLmwns 6denL_wef&se . 10x3=30

Note : Answer any ten questions. Question No. 28 is compulsory.
16. CemeTT eremem wmm ?

Who is a Manager ?

17. wallg 2 pey Smer — allers@s.
Explain the Human Relation Skills.

18. S L0(HsD — UTLNISESE|LD.

Define planning.

19. Cprésmiser — Hn GOILL cuamTs.

Write short notes on “objectives”.

20. Uil URIE®H DT GTeTe ?

What is division of Labour ?

21. WOLIL| QUENFLIL LD GTETMTEL GTeoTen ?

What is an Organizational chart ?

22. QL dler eranigen GLmmeT eTemen ?

What is meant by DECIDERE ?

23. Fsmr uiLienl L] 6Temmmed GTeumen ?

What is meant by Delegation ?

24. gaflurt dewererfler QFwesaflar (Couamasdr) @i Gmer eT(LpGIs.

Write the nature of work carried out by the Private Secretary.

25. CwaCrrsdl gaaibd $seue QFTLITL| TETMTE 6Temen ?

What is Upward Communication ?
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26. 2a155L1LMWNGFISOT auamSHmeTLl LIL g wadl(Hs.

List out the types of motivation.

27. S LUl IqUIeL GTETDTEd GTeme ?
What is Budget ?

28. sl Lenem mmend Camerens — Hm GOILIL 6T(LPFIS.

Write short notes on ‘Principles of Unity of Command’.

L@ - III / PART - III
GOy : gCaemd mhg amssErsE o welsseabn. elarm oram 35 -&@
SLLmuwng eleweill&sa|b. 5x5=25

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

29. Hlreudlssais@n, Coararans@hd 2 6rer Ceumum(samer 6T(LpSaLb.

Write the differences between Administration and Management.

30. Cuarare Hlamosmer gLl wnss darar® S Blhsdlea cumassamar
ler&@s.

Explain the types of planning on the basis of levels of management.

31. emwliben BerepnseeT Nl6md@s.

Describe the merits of an Organisation.

32. RHESME@TSH6 Lilq ST 6T(LPFIS.

Write the steps for effective Co-ordination.

33. 9rCgab SjigliumLuie Gamuiwe eTarmmed eTemem ? ST BHEMENLOGET OHMILD
EmLDGEMET 6T(LPFIS.

What is Departmentation by Territory ? Write its advantages and disadvantages.

34. prevGemeler sFpmuug Bineasde caPlufar Csmes euflangsamerL
WG

Enlist the Hierarchy of employees’ needs in an organization, according to Maslow.

35. Qgmdaligeurer gseue QTG Barenosem wHmD Sengaerls LHM 6dlard@s.

Explain about advantages and disadvantages of Verbal Communication.
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U@3l - IV / PART - IV
SN : Semensg laTssErs@h el wallésea,. 2x10=20

Note : Answer all the questions.

36. (=) Cuemrarentoudlen eperm Hlanevger LHMILLD Sjeubmlier Liemisamerud cdlems:@s.
S|6VEVG)
(<) Sorerd Geligaler LivGoum auamasamer cllflours afloufdsa]Lb.

(a) Explain the levels of Management with their functions.
OR

(b) Discuss in detail the various types of decision making.

37. (=) Copurreneiuier Cararansgamers gaml, CLOHUTTEGWITETTET (36w hs5en 6T
leuf&sayLd.
S|6060F)
(<=,) ss6ue Qgmimder perenngsamer alleum&se,Lb.
(a) State the Principles of Supervision and describe the qualities of a supervisor.

OR

(b) Explain the benefits of Communication.
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