
Part  III — Vocational Subjects

A¾Á»P ÷©»õsø©²® ö\¯¼¯¾®

OFFICE MANAGEMENT AND SECRETARYSHIP

( uªÌ ©ØÖ® B[Q» ÁÈ / Tamil & English Version )

Põ» AÍÄ : 3.00 ©o ÷|µ® ] [ ö©õzu ©v¨ö£sPÒ : 90

Time Allowed : 3.00 Hours ] [ Maximum Marks : 90

AÔÄøµPÒ : (1) AøÚzx ÂÚõUPÐ® \›¯õP £vÁõQ EÒÍuõ Gß£uøÚ \›£õºzxU
öPõÒÍÄ®. Aa_¨£vÂÀ SøÓ°¸¨¤ß, AøÓU PsPõo¨£õÍ›h®
EhÚi¯õPz öu›ÂUPÄ®.

(2) }»® AÀ»x P¸¨¦ ø©°øÚ ©mk÷© GÊxÁuØS®
AiU÷PõikÁuØS® £¯ß£kzu ÷Ásk®.  £h[PÒ ÁøµÁuØS
ö£ß]À £¯ß£kzuÄ®.

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.

£Sv & I / PART - I

SÔ¨¦ : (i) AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®. 15x1=15

(ii) öPõkUP¨£mkÒÍ ©õØÖ ÂøhPÎÀ ªPÄ® HØ¦øh¯ Âøhø¯z

÷uº¢öukzxU SÔ±mkhß Âøh°øÚ²® ÷\ºzx GÊuÄ®.

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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Register Number
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1. GÊzuº £oPÒ ÷©ØöPõÒÍ¨£k® Ch® __________.

(A) A¾Á»P® (B) SÊ©® (C) xøÓ (D) {ÖÁÚ®

The place where clerical activities are carried out is called __________.

(a) Office (b) Company (c) Department (d) Enterprise

2. G¢u PoÛPÒ ÂgbõÚ ©ØÖ® Bµõ´a] ÂÁµ[PøÍz u¸QÓx ?

(A) •UQ¯&\mhU PoÛ (B) AÚ»õU PoÛ

(C) ÷©uõÂU PoÛ (D) iâmhÀ PoÛ

Which computers are used for scientific and research data processing ?

(a) Main-frame Computer (b) Analog Computer

(c) Super Computer (d) Digital Computer

3. SÎº\õuÚ® ÁÇ[SÁx __________.

(A) Dµ¨£u® (B) C¯ØøP PõØ÷Óõmh®

(C) PõØ÷Óõmh® (D) ö\¯ØøP PõØ÷Óõmh®

Air Conditioner provides __________.

(a) Humidity (b) Natural Ventilation

(c) Air Circulation (d) Artificial Ventilation

4. ÷£÷µk u¯õ›¨£uØS __________ £¯ß£kzu¨£kQÓx.

(A) |PÀ uõÒPÒ (B) A»Sz öuõS¨¦PÒ

(C) Ev›z uõÒPÒ (D) £iÁz öuõS¨¦PÒ

__________ is used for preparing ledger.

(a) Copy Sheets (b) Unit Sets

(c) Loose Sheets (d) Form Sets
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5. öPõÒ•uÀ ©ØÖ® ÂØ£øÚ¨ £v÷ÁkPÒ __________ &I EÒÍhUQ¯x.

(A) B²Ò Põ¨¥mkz vmhõÁn®

(B) Âø»¨ £mi¯À

(C) \¢øu°kuÀ Bµõ´a]

(D) £o¯õÍºPÎß Gsn¨£õ[S £v÷Ák

Purchase and Sales records include __________.

(a) Insurance Policies

(b) Price List

(c) Marketing Research

(d) Record of Employees’ Attitude

6. uµÄ Gß£x __________.

(A) C»UP® (B) Gs

(C) C»UP® ©ØÖ® GÊzx (D) GÊzx

Data is a __________.

(a) Digit (b) Number

(c) Digit and Character (d) Character

7. A¾Á»P øP÷¯k __________ ÁiÁzvÀ EÒÍx.

(A) Piu® (B) AÔUøP

(C) ¦zuP ÁiÁ® (D) ÂÍUP Áøµ£h®

Office Manual is in the form of __________.

(a) Statement (b) Report

(c) Booklet (d) Diagrams

8. PABX Gß£x __________ USÒ uõÛ¯[Q öuõø»÷£] ©õØÖ Aø©¨£õS®.

(A) £o¯õÍºPÒ (B) Aµ_ Aø©¨¦PÒ

(C) uÛ¯õº Aø©¨¦ (D) öÁÎ |£ºPÒ

PABX is an automatic telephone switching system within a __________.

(a) Employees (b) Government Organization

(c) Private enterprise (d) Outsiders
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9. Á[Q°ß •ußø©¨£o __________.

(A) £nzøu HØÖU öPõÒÐuÀ ©ØÖ® Phß öPõkzuÀ

(B) £nzøu HØÖUöPõÒÐuÀ

(C) øÁ¨¦PøÍ¨ ö£ÖuÀ

(D) £nzøu Phß öPõkzuÀ

The Primary function of the bank is __________.

(a) Accepting Deposits and Lending money

(b) Accepting deposits

(c) Receiving Deposits

(d) Lending money

10. Tmh® |øhö£Ö® ÷uv |õÒ ©ØÖ® Ch® BQ¯ÁØøÓ SÔ¨¤k® BÁn®
__________.

(A) AÔUøP (B) {PÌa] {µÀ

(C) {PÌa] SÔ¨¦ (D) AÔÂ¨¦

A document intimating the date, time and place of the meeting is called __________.

(a) Report (b) Agenda

(c) Minutes (d) Notice

11. Ag\À SÔ±möhs (PIN) Gß£x __________ C»UP[PøÍ¨ ö£ØÔ¸US®.

(A) 10 (B) 8 (C) 12 (D) 6

Postal Index Number (PIN) Code is a __________ digit of code.

(a) 10 (b) 8 (c) 12 (d) 6

12. A¾Á»Pzvß ö£õÖ¨£õÍº GßÖ AøÇUP¨£k® |£º __________.

(A) C¯US|º (B) A¾Á»P ÷©»õÍº

(C) PnUPõÍº (D) ö\¯»õÍº

A person who is in-charge of office is called __________.

(a) Director (b) Office Manager

(c) Accountant (d) Secretary
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13. {PÌa] {µø» Tmhz uø»Á›ß B÷»õ\øÚ²hß __________ u¯õ›UQÓõº.

(A) ö\¯»õÍº (B) ö£õx ÷©»õÍº

(C) EuÂ ÷©»õÍº (D) C¯US|º

Agenda is prepared by __________ in consultation with chairperson.

(a) Secretary (b) General Manager

(c) Assistant Manager (d) Director

14. uõÛ¯[Q __________ &I AvP›UQÓx.

(A) öPõÒ•uÀ (B) EØ£zv (C) C¸¨¦ (D) ÂØ£øÚ

Automation increases the __________.

(a) Purchases (b) Productivity (c) Stock (d) Sales

15. J¸ {ÖÁÚ® __________ ö£Ó ©UPÒ öuõhº¦ •UQ¯ £[PõØÖQÓx.

(A) P»õa\õµ® (B) ÂÈ¨¦nºÄ

(C) ö£¯¸® ¦PÊ® (D) EØ£zv

Public relations can play a vital role to build the __________ of the company.

(a) Culture (b) Awareness

(c) Reputation (d) Production

£Sv & II / PART - II

SÔ¨¦ : GøÁ÷¯Ý® £zx ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 28 &US
Pmhõ¯® Âøh¯ÎUPÄ®.

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

16. ªß-&A¾Á»P® GßÓõÀ GßÚ ?

What is e-office ?

17. ö\õÀÁøu¨£v²® C¯¢vµ® GßÓõÀ GßÚ ?

What is Dictation Machine ?

10x3=30
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18. A¾Á»P ChÁ\v°ß ÷Põm£õkPøÍ ÂÍUSP.

State the principles of office accommodation.

19. GÊx ö£õ¸Ò GßÓõÀ GßÚ ?

What is stationery ?

20. ÷Põ¨¤h¼ß ö£õ¸Ò ¯õx ?

What do you mean by filing ?

21. ö\¯ØøP÷PõÒ Cøn¨¦ SÔzx GÊxP.

Write about Satellite Link.

22. ÷Áø» Kmh® GßÓõÀ GßÚ ?

What is meant by flow of work ?

23. ªßÚg\À – Áøµ¯ÖUPÄ®.

Define Mail.

24. |ÃÚ Á[QPÎß ÷\øÁPøÍ GÊxP.

Write some Modern Banking Services.

25. Tmh® GßÓõÀ GßÚ ?

What is Meeting ?

26. ©UPÒ öuõhº¦ ÷©»õÍº Gß£Áº ¯õº ?

Who is Public Relations Manager ?
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27. AÔUøP GßÓõÀ GßÚ ?

What is Report ?

28. ø©¯¨£kzu¨£mhU ÷Põ¨¤ß |ßø©PÒ ¯õøÁ ?

What are the merits of centralized filing ?

£Sv & III / PART - III

SÔ¨¦ : GøÁ÷¯Ý® I¢x ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 35 &US
Pmhõ¯® Âøh¯ÎUPÄ®.

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

29. A¾Á»Pzvß •UQ¯zxÁzøu _¸UP©õP SÔ¨¤kP.

State briefly the importance of office.

30. uõÛ¯[Q°ß ÷|õUP[PÒ ¯õøÁ ?

What are the objectives of Automation ?

31. vÓ¢u A¾Á»P® GßÓõÀ GßÚ ? Auß |ßø©PÒ ©ØÖ® SøÓ£õkPøÍU
SÔ¨¤kP.

What is open office ? State its advantages and drawbacks.

32. A¾Á»P¨ £iÁ[PÎß |ßø©PÒ ¯õøÁ ?

What are the advantages of office forms ?

33. ÷Põ¨¤h¼ß ÷|õUP® ¯õx ?

What is the purpose of filing ?

34. A¾Á»PzvÀ PoÛ°ß £[S SÔzx ÂÍUSP.

Explain the role of computers in office.

35. ÁoP Piu® GßÓõÀ GßÚ ? ÁoP Piuzvß £À÷ÁÖ ÁøPPøÍ¨ £mi¯¼kP.

What is business letter ? List out the various kinds of business letters.

5x5=25
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£Sv & IV / PART - IV

SÔ¨¦ : AøÚzx ÂÚõUPÐUS® Âøh¯ÎUPÄ®. 2x10=20

Note : Answer all the questions.

36. (A) A¾Á»P ÷©»õÍ›ß £oPøÍ ÂÁ›UPÄ®.

AÀ»x

(B) \õuÚ[PøÍz ÷uº¢öukUS®÷£õx PÁÛUP ÷Ási¯ PõµoPÒ ¯õøÁ ?

(a) Discuss in detail about the functions of Office Manager.

OR

(b) What are the factors to be considered in selecting various equipments ?

37. (A) A¾Á»PU øP÷¯miß |ßø©, wø©PÒ ¯õøÁ ?

AÀ»x

(B) Á[Q°ß |ÃÚa ÷\øÁPøÍ GÊxP.

(a) What are the merits and demerits of office manuals ?

OR

(b) Explain the Modern Banking Services.
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