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Part III — Vocational Subjects
INI611608 GLoevmevsTemow|d ClaFuieSiwe|d
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

GOl : (i) esg alamssErs@h el waldsa. 15x1=15
(ii) Qar®ssiul(erer wIOM| el safle) Wsa D gL alen_amuis
Cambos(hdss GO HLer eleLulemarnb Caigg e (pseyw.
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.

T(p&sT Uanflaser GonbsmeareriL®hib @b

(21) Sigeawsd () GQLD (&) giop () Blmieued
The place where clerical activities are carried out is called

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

Ths sanflanser all@hepmear WOHMID <TTLFS elleurhigmens SmEDG ?

(31) WP&Hw-g L& seantlefll (<=},) Siemeors sewntl el
(@) Gwgrelils sewtlef () 198l ed semfle
Which computers are used for scientific and research data processing ?
(a) Main-frame Computer (b) Analog Computer
(c) Super Computer (d) Digital Computer

GeNTETSEDd aULpmHIGeug|
(1) mrULgL (=) Qubens sTHCHTLL D
(@) srHCpriLibd (/F) Qewupens smHGOHTLL LD

Air Conditioner provides

(a) Humidity (b) Natural Ventilation
(c) Air Circulation (d) Artificial Ventilation
CuCr® swrfluusnHe LweTUhSSLILBS DG

(21) Boe geTaer () S0Es CsmEuyser
(@) =2 dfs srerger (FF) uigeus CFmELLs6T

is used for preparing ledger.
(a) Copy Sheets (b) Unit Sets

(c) Loose Sheets (d) Form Sets
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Qamerpsed wHMD elpuamer udGeudser -83 2 GTeTL SELIG).
(1) et sTUSLHS L Teuenrld
(<=,) eflewevls LIl IgUI6d
(@) spersuill(Hged <, rmigs)
() uwewtlwmerrgeflen erewrentiiLimmsi@ LS Ga(h
Purchase and Sales records include
(a) Insurance Policies
(b) Price List
(c) Marketing Research
(d) Record of Employees’ Attitude

570 erenLig)

(1) @eisid (<) eraim

(@) Qe&sd wHMID eT(WPSGI () TSl

Data is a

(a) Digit (b) Number

(c) Digit and Character (d) Character

SiYes @sGW( QUlgeUSFH D 2 6TeTg).

(21) 895D (=) DG s

(@) Usss aligalld (FF) eNlem&s euaTLIL LD

Office Manual is in the form of

(a) Statement (b) Report

(c) Booklet (d) Diagrams

PABX eTaLIg) 5@6T sraiwmdl QgreneoGusl wrHm enlILTELD.
(<) uaflumeTiger (<) SITEF SMOLIL|SET

(@) seflurm oepwiiy () Geuefl pUTs6T

PABX is an automatic telephone switching system within a

(a) Employees (b) Government Organization
(c) Private enterprise (d) Owutsiders
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9. aumdluder (pserenLoliLientl
(&) uewTsms gHMIS CSTETERS® LHMID &6 (ST(HSS56
(<) LeTEEMS FHMISESTET(ERS6
(@) eweuliysanerl GLmS6®
() uewsens sLen sT(HSSE

The Primary function of the bank is

(a) Accepting Deposits and Lending money

(b) Accepting deposits

(c) Receiving Deposits

(d) Lending money

10. sl L b penlGumid Csdl pmer wHmD @@L b ydHweupernm GHUDGHDL <,euemTLd

(=) Siflsms (<) Blapésl flyed
(@) Blapssl Ghluy (7) <idlediiy
A document intimating the date, time and place of the meeting is called
(a) Report (b) Agenda
(c) Minutes (d) Notice
11. =iEpged GO GLarr (PIN) ereLig Qossmsmaerts QuDHMHESLD.
(1) 10 (=) 8 (&) 12 (FF) 6
Postal Index Number (PIN) Code is a digit of code.
(a) 10 (b) 8 (c) 12 (d) 6

12. oQeissdler GUImILILITETT 6Temm <{enp&sLLI(HD B
(=) QuE@BT (<=4) Sieues Geomert
(@) sawrésmert (/F)  QEwemer
A person who is in-charge of office is called

(a) Director (b) Office Manager

(c) Accountant (d) Secretary
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13. Blapgdl flreme sl L s sameeutler =G msameL e swmilaSmm.
(<) Qewemer (=) Qung Gemert
(@) 25a Guemert () @Qus@bT
Agenda is prepared by in consultation with chairperson.
(a) Secretary (b) General Manager
(c) Assistant Manager (d) Director
14. grailwmdl -8 oFsN&S g
(=1) damarapged () 2-HusSE (@) ooy () eflpuianer
Automation increases the
(a) Purchases (b) Productivity (c) Stock (d) Sales
15. @@ Hlmeerbd Qup wa&EeT AHTLTY WP&FHW LBSTHNS DS
(<) SOMFFTILD (<) QLI jemTTEy
(@) Quumb yapd () 2hugd
Public relations can play a vital role to build the of the company.
(a) Culture (b) Awareness
(c) Reputation (d) Production

L& - II / PART - II
GSMILIY : eTemeuCuignid LSF aTssEREE el walsseyb. elerm e 28 -&@&
SLLmuwb elenwell&sa. 10x3=30
Note : Answer any ten of the following questions. Question No. 28 is compulsory.
16. LOl6T-QICUSLD GTETMITED GTE6 ?

What is e-office ?

17. Gerdeuagliuglub @uBSHTD TaTmT6 cTeTer ?

What is Dictation Machine ?
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18.

19.

20.

21.

22.

23.

24.

25.

26.

Sl@leus @Lassuler Camlurhsmer elearsEs.

State the principles of office accommodation.

TP CLIMmET GTETMTEL cTETET ?

What is stationery ?

Camugeler QummeT wirg ?

What do you mean by filing ?

QewnansCsmer @enealiL| &HSS T(LHSs.

Write about Satellite Link.

Coueney L L LD GTaTmTE) GTEvEn ?

What is meant by flow of work ?

OGTETEHFD — EUENTILIMISHSHELD.

Define Mail.

pelan cunidlsaflen Caameuseane er(Lgis.

Write some Modern Banking Services.

Ll L LD GTEITMITEL GTeomerT ?

What is Meeting ?

W&&6T G CLeTeTT eremLieuT W ?

Who is Public Relations Manager ?
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27. SINGMG GTGTDTE) GTEIE ?

What is Report ?

28. eowwWlIL(GSSUIULL S Camliber HemenDseT Wrenel ?

What are the merits of centralized filing ?

L& - I / PART - III

GSMILIY : eTemeuCuienid Bhg elamssErs@ el wealsseyn. clarm eram 35 -&@&
SLLmub elenwell&sab. 5x5=25

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

29. QIULESIH T (PSS LSFHISMS HMHSHLLTE &DILLAHS.

State briefly the importance of office.

30. greflwmdluler Crrasniser wWramel ?

What are the objectives of Automation ?

31. JDHF ANICUOSD GTETDTE TR ? AFHGT BETENLDSET LHMILD GdDUT(HSEMETS
GINIEICE:S

What is open office ? State its advantages and drawbacks.

32. @IS ulq_euréwsaﬂeiﬂ [HEITENLOGET WITEnG ?

What are the advantages of office forms ?

33. GaruLaer Cprésd wrg ?
What is the purpose of filing ?

34. oQeussde saflatiuler L@ GNSE edeTsEs.

Explain the role of computers in office.

35. amfls 51951 eTaTMTE cTemem ? cuantls Sl HSdlem LievGeum euanssamaTil LiL I 1160l (hs.

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

[ Hmlys / Turn over
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U@&3| - IV / PART - IV

GO : Semensg clamés@ErsEh edenwafldsab. 2x10=20

Note : Answer all the questions.

36. () Qeuews Coemearter Latsamer alleufldseyb.
S|6VEVG)
(=) sTgamisamers Csibbs(hsEnéuns seeallss Coudmgw srreantser wreane ?
(a) Discuss in detail about the functions of Office Manager.

OR

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

37. (1) SYIES &G Ig6 Betenld, SEEET WTanel ?
S|6V6VG)
(=) cuaidlulen peiernsd Caameusame 6T(LPGIs.

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

OR

(b) Explain the Modern Banking Services.

-00o0-
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