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Part III — Vocational Subjects
eI6uevs Geumsssremoow|nd Glawedwiey b

OFFICE MANAGEMENT AND SECRETARYSHIP
(50D wHmDd phsle el / Tamil & English Version )

&rev eray : 3.00 wentl Cprb | [ Gorgs whllGuearsar : 90
Time Allowed : 3.00 Hours ] [ Maximum Marks : 90

Sifleyenrasst : (1) Sewardg flanrsaEsn sflwrs udleurdl o dersr erenugen e
sflunigg s Cararanan. Hssudeila Gopullmlilear, Hmnsé
samsrerfiuumrerfiLd 2 Lanquirgs Gsfleilssay.

2) Beo oeg smUY @olaa WLGGEWL g asHEGD
23.505T Haugn@Gd LwetuBss Couamm(d. UL RISET euenTeushE
Quesrdle LwWeTUHFSED.

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.

LS - 1/ PART -1

@MUy : (i} Sewensgg cllamssersg@n aflen waflésa)b. 15x1=15
(i) GCarhssLul(Barer wrpmy el saleo WL gHyeL W
levLamwg Caibbeshsssd @HULHLear alerLwlamanyn Corgs)
6T (1pSELD.
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.
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senLhlena Gloeumearmenioudlen Limki;

(1) Qewudud s HD (<=4,) 2 (HeUTESHSH0

(@) sar(hCgsse () semarantlssd

The role of the lower level Management :

(a) Executing (b) Formulating

()  Deriving, (d) Supervision

@@ Hlmeuand T @as@aemer eni i bl uul (Hereang.
(<21) Blapay (<) 555 (Q) ergim (7) Heuss
Planning is acquired to attain the goals of an organisation.

{(a) Present (b) TPast (¢) Future (d) Start-up

Godu sre LBl o eThs Sradans 2 arerLddliug,).
(1) @M uBHLLD ADDG R UBHLEHHE GDDUNE
(<4,)5 p&ev 15 eu(HLLD

(@) 15 eumLmisErsE God

(FF) 5 QU(BLIBISERSE, &N DEINs

Short term planning covers a period of :

(a)  One vear or less than one vear

(b) 5 to 15 vears

() Abowve 15 vears

(d) Below 5 years

___ euenaswinan el FW. entaugmed SlCidie Ciol e gy.

(1) cufleng (<2y,) Gleweoum(

(@) (pewmwimest () eufleng OMID 2emPlusr
tvpe of organisation was devised by F.W. Taylor.

(a) Line (b) Functional

(¢) Formal (d) Line and Staff

fomend GlFaligedlen Gmidl Ligblae |
(<4) wrbm BLeulgsensasamer CHTH0SHGSL
(<=,) DM BLeugsamsasamer GLDLUGHSHSH
(@) wrhm FLeugsmssamar LHUGH Calga
() Smorangens HenL(WpernUUBHSEISL wHMW Gearunmse
The final step in decision making process is
(a) Selection of alternative
(b) Developing alternative
() Evaluation of alternative
(d) Implementation and follow up of decision
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@rdw erersnd uvearwdUllplmu deudu®Bsu ey

(<=1) 2016 (<=,) 2017 (@) 2018 (rF) 2019
Indian Government Implementation of demonetization took place in the year.
(a) 2016 (b) 2017 (€) 2018 (d) 2019

GTHET APEOLOTS (Rhidlaanssemna aflds (piguyd :

(<=1) Coiyg yerart Gam iy (=y,) AgreneGudl Ggriy
(@) Wlenamersed pPLLTS () ergeyLblcvenen
Through with people the Co-ordination can be achieved.
(a) Direct Personal contact (b) Telephonic contact

() Sending mail (d) None of the above

S venflwrarisEnéeE eupRsLUGD SHHsTrd womb Gummliser :

(=1) SHlarr @liuen sy (<)} Guhurieneu
(@) <enemt (m) QusEsL
is the assignment or obligation given to sub-ordinates.
(a) Delegation (b)  Supervision
() Order (d) Direction

gy Ardfldlsgeun eraug 2dlsmo whmb

(<) Qurmtiyéser (<2) enww LR EE560
(@) sl@uuriigen eiFs (F) &

Delegation is the act of assigning authority and _

{a) Responsibility (b) Centralization

(c) Span of Control (d) Committee

“genaentn BoIGGms wHmib gy Teugg e Couenay Glswiw Pl L BUfSenem
gnanr_ g Gloemari fmen 2 erarg’” eremm solweur :

(<) emmuinmest (<=, gnemrLev LOHMiD ¢ GLrema

(@) Greflev (/) Qyemdlenv Oldai

“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

¢) Davis (d) Rensis Likert
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11. ssed QETLTY ererug) aulfl QEwe Wpenmum@LD.
(=) @ran( (<2) epenmy (@) preng () ey
Communication is the way process.
(a) Two (b) Three () Four (d) One
12. eardlu @ewpUL eremug & SUUMSHISE.
(1) Biflsmyn (=) erdifroen
(&) Cleuaflym () e-pgiHe
Pay cut is motivation.
(a) Non-financial (b) Negative
()  Extrinsic (d) Drive
13. emflwirser smseafler <ymme wHmb &w Hlameaea Gganey pLpeuLd
o _emT(HE MITTEHET.
(=21) sw Wiy (=) &W @udurgsibd
(@) sapsmw (FE) LmgsmLLY
Employees realizes their own potential and self fulfilment in _need.
(a) Self Esteem (b)  Self actualization
(c) Social (d) Safetv

14. erps ydrailufler gmuh @damean BLLAPD Glaena
(=) L@medlu Sigliuame Sl ul iqud
(<,) FwBlene Ljarafl
(@) Qrrés i’ igud
() Blapsdl qpenp wHISHD wy uflfomer HI LD
The point at which there is no profit or loss :
(a) Zero base budget
(b) Break even point
(c) Cash budget
(d) PERT

15. uamenL W surerHn sreosHa Gwrswrur womid wrrlgw Gurrs CFwer
GTEUGUIT <HENLP&HSHLILILLITT ?

(21) Siwgwr (=) sgllaum

(@) SAlgnmev () Cophseain. jenergsLb

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@$ - 11/ PART - 11
agGaeb uss damssEps@ alomLwalssab. aarm eram 28 -&@
SL_Lmuwrgs allen L wefl&sai. 10x3=30
Answer any ten questions. Question No. 28 is Compulsory.
FlfeudlgoHe eremmmed eremram ?

What is admunistration ?

P&TeTens GTENMMEy GTEmen ?
What is a policy ?

auflens enwldlen Hemenloser wireney ?

What are the merits of line organization ?
fm fmeams@rssrar Ldw Blmeuar emwlilder suenrea) unml seflwimer
IS PEEDD S(H5.

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

Eionend Qawise erenmmed erees ?

What is Decision Making ?

D EM] pLILIENLGY GTEDITE) GTemen ?

What is meant by Delegation ?

MLWLUHSHSHQ ETETDTE) 6T 606 ?

What is Centralisation ?

GENRENLD GTETMITE) eTesten ?

What is Leadership ?

Qerdeuges saaed Ggmimy upll Gy uenys.

Write a note on Verbal Communication,
wrevGarelilen safl pur Csemeu Garlurl® UL udmThHE iH6n CHema

Garlunligenar eflerégHa]L.

Draw the Maslow’s Hierarchy of needs of an organisation and state its implications.
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26. & QUOUTHESD TG GTemem 7

What is self actualization ?

27. sl (huun(h - euenywm&Ese]LD.

Define Control.

28. Hlmeuer Qewemrert - @MUY euenTs.
Write a note on Company Secretary.

L@l - 11/ PART - I
gCsad PHa arssErseE clarwalssabn. efarm e 35 -&@&
SLLmuong 6llenL_wefl&sey . 5x5=25
Answer any five questions. Question No. 35 is Compulsory.

29. Sl ll@gdler Quausd gGsaybd 5 updl efaflsaalib.

Explain any five nature of planning.

30.  (pEMWITE WHMID (PenDETIT BenlLSHEhsE e Guwrear Ceumun(haenar
T (PEIS.

Write the difference between formal and informal organisation.

31. Siwrend CFlgedlan (pédwsseusans elleufdEsmeyn.

Explain the importance of decision making,

32. gmmdlmanisdlen (psdwsgsed gGsaybd 5 upml afleufléseyb.

Explain any five importance of Co-ordination.

33. flery ukusetllller Lgser LD erpss.
Write the steps in Delegation.

34. aumUGwmd WwHMWD TWPSH (Pe HHEU® DETLIUGEGpeTer e9GE wremn sar
wimeney 7

Write the difference between oral and written communication.

35. sL(Quu@sseler Caaybd 5 petennsaner efleuflésab.

Write any five merits of controlling.
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L@&l - IV/PART - IV
Siemengg) SlemrEaErsGn el wallssab. 2x10=20
Answer all questions.
(1) Guearamenwufen LwGeaum uamfilgamear ellfleuns eripgis.
{06V
(1) 886 GgmLmler pevLpanmsenet elleuflsaid.
(a) Explain the various functions of Management.
OR

(b) Elaborate the Communication Process.

(=) eufleng ienwiifen euemasemer LILGgIL e efleuflésab.
JLYENEVES)

() L blsadlen Lewdpapsanar elleuflEsmayib.

(a) Draw and explain tvpes of Line Organisation.

OR

(b)  Explain the essentials of a Sound Plan,

-a0o0-
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