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Part III — Vocational Subjects
HeI6uevs Gusunsmtenoww Glawedwen

OFFICE MANAGEMENT AND SECRETARYSHIP
(50D O pmdle afl / Tamil & English Version )

& emey : 3.00 wenf Grrw | [ Qorss wéHlibluamsear : 90
Time Allowed : 3.00 Hours | [ Maximum Marks : 90

Sifleyemgast : (1) Swardg eflansa@nn sflwrs udeurdl o detsn eranugen e
sflunigg s Cardiarab. oFsiudlelia @epulliplibe, Dons
samgnarfiuumerfiLd 2 Languwrss Csfeilsaeayb.

2) Beod ooy smUY @ulaa bl GGCL g asHELD
2By SCHTE Heugn@GL Lweatuhss Ceuamm(d. UL RIGET auehTeuSDE
Guesrle LWeTUHESE D.

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.

@S - 1/ PART -1

@SOluy : ()} ewengg clamasseriEn e waflEsa|b. 15x1=15
(i) Gerpssuul@Gearer wapm dloLsafie Blasaw agDyemLw
e g Caipbehsas UL e adeaLlamanyn Corgs
6T (LS ID.
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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1.

‘POSDCORB’ erenn quniigengen 2 (heumdbleur :

(<o) oeriellss (<=,) Qamerdl osuGwimed
(@) amyredl sasn e () s @evedls

The term POSDCORB is coined by

(a) Urwick (b)  Henry Fayol

(¢) Harold Koontz (d) Luthur Gullick

gl flHgellen ppeuid, Sjenwliureng sflwrer Crrsdea sflumen eflaguimgener

Qeiflmgy

(=) ellewad GHODEEGLD () Qswed Sment HshEh

(@) dewe Sner GanéED () eflenar yFlallgHED

Planning, of the organisation by doing right things at the right time.
(a) decreases price (b) increases efficiency

(c) decreases efficiency (d) increases price

GTET &MV DeTaney 9 L&&lWg).

(=) aurey-Geaa] SlLib (=) Crrésmiger

(&) Hapssl flye () Qsmetens
is expressed in numerical terms.

(a) Budget (b)  Objectives

() Programme (d) Policy

g butlen saflllulL wHmyd sFepsmw Cerember <@g lueamuda
o (HAUTHEUILIHID SenibLiLy

(<21) peppamyT ey (<) G AUy

(@) euflens jemioliyy (FF) (penmUImen eniplil

The organisation created by personal and social relationship between the individuals
i§

(a) Informal organisation (b) Committee organisation

(c) Line organisation (d) Formal organisation
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UL euanTULID 19ameu(hid aigeumISEReT efld) aulpBIsLILIL eflldene :
(=) aulL1ors (<) @ILOI(HHS cueLDTS
(@) Cualmpg Swprs () GnésTs
Organisation chart is not presented in one of the following forms :
(a) Circular (b)  Left to right
() Top - Down (d) Diagonal

“em Cuereni erengE QEUSTID g STwrand THSSDH Hran” orand
Samlweur

(=) Qamurl 6. eneLem (<21,) Wabsan erd. Geomuan

(@) mren Qg GlLmemmeL. (/) el em cuenausdled

Who equated management with decision making because whatever a manager does is
nothing but decision making ?

(a) Herbert A. Simon (b) Felix M. Lopez
(¢) John McDonald (d) Andrew Szliagyl

Guaflae Guareriser ahsGL STwram s fo Fowhsafd
gons Carerer @wers Hlenew erhULTLD.

(<) URI@STTigenma (<) Cuwéablenss venflwimemiaeaTmed
(@) Spflenay wawflwraTigarmea () @QUEGETSeTTE

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

(a) Shareholders (b)  Top level employees

(c) Subordinates (d) Directors

RPRSleaamsge raTug (PESWLLTS g el CsmeuluBHdlng ?
(<=1) Sienwlnllanr Crngsein

(<) FuBleveul L ewiber Clawed

(@) suBlaeoluissiuLTs Henwlbear CFwd

(rr) Gubamdlu Sieneansg b

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,

BusEse eranLg safl BUT STyT Jam SLELD erenm dndluiar

(1) FEW. Quiieor () anenil 6 HMID ¢ CLremed
(@) emmiwe () Gamemdls .uGuwime

Direction is the impersonal aspect of managing was called by

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

(¢) Haimann (d) Henry Favol

SSlETro uiigselubler Lgser

(=) Aurmienen &GS (<=1,) GeuanesaneT ¢pgi&Geug)
(@) darm’ unisaflin () Gupemdhu eaisHiD
Steps in delegation are

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

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

sealsemar eprh bURlLOmBa wHEDTEm BumEe uflvrhon Claueug

____ ereruu(hin.
(=) wrHOLD (<) Qariy
(@) uflwrhpbd () @leneusEer enaHHID
_ is the transfer of information from one person to another person.
(a) Transfer (b) Communication
(c) Exchange (d) All the above

gl LB&e, ellfleyenyae, SHSHTR @GS, WIHTH&ET LHNW CHIETamTeHaT
ums HeaUe) DFTLTYDE 2 grramusarTEL0,

(=1) ppeopuHo (<) eur@iomgl

(@) aumlGlomfl Scers (/) (pemmw e

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

(a) Informal (b) Verbal

(c) Non-Verbal (d) Formal
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13, oanfluirger Camlum’ige s.HUURESIUHEDTTESET.

(=) 2 (<2p) X (&) Y () Ggemea

Employees are to be controlled in theory.

() Z (b) X © Y (d) Need
14. o drenmiGg sawtdend gped @aiwtiubBdng.

(=) Hmieuen Qawevrert

() 2ips 2AHS Hyieuer eaplufser

(&) won Blyeier sanfluiigen

(/) Ul W Senrdament

Internal Audit is done by

(a) Company Secretary

(b) Company’s Own Staff

(c) Staff from other Companies
(

d) Chartered Accountant

15. Geswerert eremucui udlajsamer seuaildg sggmser LflbrHDd WHMD
@4@@@)&5@@ SULDGHSLOTET Goausnensener G BUMESTE GlElIueur GTEmmy GTIhg
DsTTEdD smpuulHeterg) ?

(1) swevdlms AsTTH
(=1) p&eeGurth isrrd
(@) 50 s&7T

() <yrdle &Trd

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
() Tamil
(d) English
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U@ - 11/ PART - 11

GOlUY : asteug uss odarss@pse odmiwalsdsan. oflamm aam 28 -&@E
SHEWTIGLILNS 6llenLwaTl&se, . 10x3=30

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

16. Guoeramenioullen s auensWITeT HlanawssT wirenal ?

What are the three types of Levels of Management ?

17. 2541861 erenugen CUT(HeT eremen ?

What do yvou mean by Strategies ?

18. uentluuglmey eremmed ereven ?

What 1s division of labour ?

19.  (PHDWITET SHeMIDLIL] 6UEHTWMIGESELD.

Define Formal Organisation.

20.  menLpenm R(HEIE (<21) Slpenn STorand eremmmed eremer ?

What is Strategic Decision ?

21. Que@sden cumrelssamD Wrg ?

Define Direction.

22. geomuilwedlen Clummer wrg) ?

What is departmentalisation ?

23. genewenwd DML Gemert Ceumurhiser 3 Hms.

Give any three differences between Leader and Manager.

24. Himeuars senaeulm - GUENTILMISSELD.

Define Institutional Leader.

https://www.tamilnaduboard.com


https://www.tamilnaduboard.com/

7 3362 (NS)

25. om&HIURSSO6T ApETn) APSHEL) EMISET WTmal ?

What are the three key elements of motivation ?

26. uenflwrereny 2arssLILIRSES Weab (p&Swiwbreng evg ?

What is vital to motivate an emplovee ?

27. sLOUUGSHSO eTarusnG ol.<f. GLifludler cuenreilvssantd wmg ?

Define Control according to G.R. Terry.

28. " 2IDSWIT" GTETIMIG) GTEmen ?

What do you mean by ‘Amatya’ ?

u@Sl - 111 / PART - 111

@OUY : gFTeug phal lanssErse el wallssan. efeam eram 35 -&@
sewTiqLLng aflenLwefl&smew. 5x5=25

Note ; Answer any five questions, Question No. 35 is compulsory.

29. Guaramenwuilen @gemrdlswubigamets undl erpsSebd.

Write the characteristics of Managements.

30. Sl blBsedlen GenmumBiser wreney ?

Bring out the limitations of planning.

31. el - UMTUNSSa|D. G Hummener eSleTd@s.

Define organisation and explain its meaning,

32. Srwrend Celgadar ugbleaawsamer LTHEGL srraflsamer cflaTéEGa.

Explain the factors affecting the decision making process.

33. Gummplsaflar siguueamiuiea, geopullwea undl elleTsEs.

Explain Departmentation by products.
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34. Geupilé@ el eu@ddlenm em el Saauilen GamhIGmeT gni)d.
What are the qualities of a successful leader in the organisation ?

35. X wpmbd Y Carurl Ceumui®hsss.

Distinguish between X and Y theory.

u@g - IV /PART - IV
@BILY : emendg cllanTasEnd@n eflenwall&sEeLb. 2%x10=20

Note : Answer all the questions.

36. (<o) Gueomeni erameum wimi ? Beurg Leslsear eSifleirs or(pgs.
S|60605)
(<) auflens eIl ETammmed GTeier ? G cUNSSENeT cllems: @,
(a) Who is a Manager ? Write elaborately about functions of Manager.

OR

(b) What is Line organisation ? Explain its types.

37. () semeemnggeuls Lineaflulier eumssamen elland@s.
360608
() 255 1LRSHSSES PTG SBLLLHL BhHg SemGipep Comesamar
clilané 5.
(a) Explain the types of Leadership.
OR

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