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Part III — Vocational Subjects
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OFFICE MANAGEMENT AND SECRETARYSHIP

(WO wOHMID hidle eufl / Tamil & English Version )

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

SiNleyemnraseT : (1) Ameansg elamssesb sflwrg udeurdl o dretgr erarugamer sflumTég)d
QamaTemeybd. SF&HLILSald GHaDul(mLder, ens searamenillimerlLb
o | amquinsg Cgfledssal.
(2) Beod g &sHLUY @bulomar LLHCL T USDHELD
93 &CHT(HeusNGL LweTl(hss Ceuamm(hd. UL BIGET auenFelsnd
QuenFled Liwem(hgSe,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

GO : (i) oenEg lamésErs@h el weflése,b. 15x1=15
(ii) Qar®ssiul(erer wIHM| el gafle Wsa D gL alen_amuis
CambOs(hdss GO HLer eleLulemarnyb Caigg er(psey.
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.

QWEGNSSHD GTETLIE LGt wLmeTTaeamer Q&Fwed (LpenmWIT@LD.
(1) eupl BLSGID womid Gomhumienelud (b

(=) SrbiGiod

(@) Piadsed

(FF) @(DEISEML&SE WD

Direction can be regarded as the process of staff.

(a) Guiding and Supervising

(b) Planning

(c) Administrative

(d) Organising

fppd Aeus Ceuliuflane Carrmunns LITFeamL .

(1) 78 gl (<) 58 &l (@) 48 1 dl (FF) 68 gl
The ideal office temperature is approximately Fahrenheit.

(a) 78 degree (b) S8 degree (c) 48 degree (d) 68 degree

SNCUDEF GO 6TemLI Liewt ulmer s el e
srésss gHUBSSEDS.

g @m wsHwwrer

(=1) Geuamev (<) Hmen () Cewddlper () sy

Office environment is an important bearing on the of the employees.
(a) Work force (b) Efficiency (c) Performance (d) Quality
el s allgeuenns@Ld jMledluie eTa eP&sLILIHS .
(1) s (=) Blmicied

(@) velld GLpedwied (F) SIQeisLd

The Science of designing a work place is known as

(a) Department (b) Enterprise

(c) Ergonomics (d) Office

, Byjeuansdled Spps Cemopsams e (HeuTsELD.
(1) Qeweurh&er (=) BHQLUWIT
(@) Hlreursid (FF) ss6Ue

will create a best impression of the organisation.
(a) Functions (b) Goodwill

(c) Administration (d) Information
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slLarmd uss slLsyrduler S cuamsliu(BSsLILLeloame.

(1) 219Grwss (=) Gurarey Lsss
(@) yeverm@Gbd il enL () afmsmer GUCHH
index is not classified under Page Index.
(a) Vowel (b) Bound Book
(c) Visible Card (d) Loose Leaf Book
SYeIs CLTeTTEeT -6 WGE|D el UTUBSEUTSETTS @) (hHsH
Gouast(hb.
(=) saT&E LSSHmISET (<)) Sievendg Gouamevsatiayd
(@) sewtlei (7F) m&CITET LI BIeUSLD
Office Managers should be very experienced with
(a) Books of Accounts (b) Overall working
(c) Computer (d) Microsoft office

Snps @ssi@PuL snheilser
(<) Toggl (<4,) Shapify (@) G-suite (/) Slack

The best collaboration tools

(a) Toggl (b) Shapify (c) G-suite (d) Slack

SDICUDG SMLILGET HMLD BevL(parmaatien Frmer QFweuim -en
GDDES 2 56|HDg).

(<=1) Bar@®ib Bar®Hid HCs Couamen

(=) Gouanevuldler moGLDd

(@) semmiLe earmmen Ceuened

(FF) W& SI(PSSLD

Smooth functioning of office systems and procedures helps to reduce
(a) Repeated work

(b) Delay in work

(c) Overlapping of work

(d) Stress

[ Hmlys / Turn over



4

10. QamrLpg wdHliumie] Qelwiul () CaemeuliL@bGurg Ygiribssi-
UL Geuert(HLbd.
() Siwly ensGu (<)) Seues ansGui(h
(@) Csmerens anaGuwi (/F) wlhns enasCuw
should be regularly reviewed and updated when necessary.
(a) Organisation manual (b) Office manual
(c) Policy manual (d) Practice manual
11. Qgriiyep_ srey 6T rg @& perEwmpluli’Lg.
(1) 1970 (<=y,) 1980 (@) 1972 (rF) 1975
The Relational Database model was proposed in
(a) 1970 (b) 1980 (c) 1972 (d) 1975
2. Saugefler gmomilillg SQelisd erearug elwururrsSler Hlieums
LWL PGD. e Crresd sseumsmerts Lifliommelg womib uHley FleuCs
A,GLD.
(=1) Cegerr Gas. &emdlL e (<=,) SlL1g60a5L960(h)
(@) sgmirsy =y, Gl (FF) Wlevey HMILD evL_merigmi GumT(h
According to “The office is the administrative centre of a business.
The purpose of an office has been defined as the providing of a service of
communication and record.”
(a) Jane K. Crucible (b) Little field
(c) George R. Terry (d) Mills and Standing Ford
13. BLULS sans@ser Cumgeurs BUTSemTed LIFTofl&siu(h&lermer.
(<) Slypmoliym (<) Couemev (@) CGuwedl L (/F) euewfila
Current accounts are normally maintained by people.
(a) Rural (b) Working (¢) Royal (d) Business



S
14. _ fmeuermiser suiser smi hlineuasSlear Coaneusaer i (HGw L T5s
Qawidlemmer wHmD Ceuafl aumgsamswimeris@Ehsstear CaFameusamer aLpkI@audlane.
(=) e searmeil 2 6T epwmsar (<) @bl Caamel cUOEIBTEHET
(&) SME () weerml(h HlmieueThiser

Organisation caters to the needs of the Parent Company only and
does not serve external clients.

(a) Global In-house centres (b) Indian Service Providers
(c) SME (d) Multinational Company
15. paien Si@ieles CaTamentoulle HeTmTL HL 6llqSenadkEhds®E, Caeneuserr
CoameuliLi(Hdmg).
(<=1) eumid) (<) sTS@H
(@) Curs@eurss) () Cpseam. oenerds)Ld
Modern office management needs services for its day-to-day operations.
(a) Banking (b) Insurance
(c) Transport (d) All of the above

U@d! - II / PART - II

Gl : gCaemid LSFH laTssErsE ol walssa|b. clerm e 28 -&@
SL_L_muwns allenL_wiell&salb. 10x3=30

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

16. QW BT oeues Goerarenn LDl Sm GHlLL eumys.

Write short notes on Virtual office management.

17. udlpiul’ L ueslul b eTeTmmed cTetTEr ?

What is a shared workspace ?

18. e orm CFTgg LUMHSTLIL| GTETDTE 6T6T6T ?

What is intellectual property protection ?
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19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

udleajser Geramend — eUanTLINI&HSH6e|LD.

Define Records Management.

GO @IeUe&mIGET LHM @GDHILIL| cUanys.

Give a note on Smart office.

Sl@leues Gerameantd Oler6lLImHEhs @ 2 STTaRThBIGET 6T(LS)s.

Give examples for Office Management Software.

Si@es @sGu(® — fny Ghlly euemrs.

Write short notes on Office Manual.

STEUSSETEHI 6 2_6T6T FT6| CUMEHEET eUMSLILI(HNSSELD.

Classify data types in database.

Q@@ B FL &I (penmuien CHeneuser crerer ?

What are the essential features of Indexing ?

cumBIgl — aueTWMISESH6LD.

Define Banking.

veeuengwrer LT. Liwerun() LGSSET cTarmme) eTemen ?

What are the various I.T. applications area ?

CamindLaSler LweTseT wirened ?

What are the uses of filing ?

SlQleussSler, silwnar CelelFssslarmed SHepL_&@GD HeTanOSMETS Fnn)s.

Give the advantages of proper lighting in the office.
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L& - II1 / PART - III

SO : g5Teug BB ANaTssErsE o walssab. alarm erem 35 -&@&
SL_Lmuwns 6len_wel&Esa|b. 5x5=25

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

29. Qieues QL el Carphshriudled smedle Qamerer Couemiqu smyemilser

wmened ?

What are the factors to be considered in choosing office accommodation ?

30. 9@leues eIl Hummersaier euamalLTL L 6SleT&E&a|LDb.

Explain the classification of Office Stationery.

31l. NDICUDS MLILGET HMID Henl (LPepmsEhsE @enl G 2 atem CeumiLim(haeaner
T(LDS)S.

Write about the difference between office system and procedures.

32. dlareyl sl igmidler LTL T wWrenel ?

What are the characteristics of cloud computing ?

33. amdls samsmsd CSTLEIGUSDSTE HENL (LPEPMHEET WLITenel ?

What are the procedures for opening a Bank account ?

34. DBMS -a1 galFSpliyser wmeneu ?

What are the special features of DBMS ?

35. Garuyseier euansium_(h (pemaer LHM eT(pgis.

Write about the methods of classification of files.
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U@ - IV / PART - IV

@SN : Sjemensg laTssErs@h el wallésea,b.

Note : Answer all the questions.

36.

37.

(=) SYeIs sralub@Gsme upml edlfleurs aleufsseib.
S|6V6VG)

(=) sl Lsrrdudler euamassamer aleTs@s.

(a) Elaborate the term office automation.
OR

(b) Explain the types of Indexing.

(=1) SRS QL enlienu Undl GHlLL euemys.
S|6V6VG)

(<=,) @pdwredler o erer BPO Caaneusanaris Lipbl eleufl&gse]ib.

(a) Write a note on office accommodation.
OR

(b) Explain BPO services in India.

-00o0-

2x10=20






