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Part III — Vocational Subjects
S|NI611608 GLDEVTETITEMLOW LD QlaweSwedLd
OFFICE MANAGEMENT AND SECRETARYSHIP
518 0> syisfler anfl / Tamil & English Version )

&red =jerey : 3.00 wewtl GHIW ] | [ Qurgs wHlCuearseT : 90
Time Allowed : 3.00 Hours | | o [ Maximum Marks : 90

SMleyenrsst : (1) Simangg eflamss@sn sflwng udeurdl o drearsr erarugener sflurTss)s
Qamarareyd. BFHILSeND @GampuimLiden, emns seamamentumeTiLid

2 L anquinssd Qgfleléseab:
(2) feod @@y HmUY owl¥amear wLHCL TWISUSDHEWD

24&5CETe(HeugDGL LWaTUHSS CS@J@W@LD UL BISET euedTeusm &
Quendléd LweT(HSSaeLD.

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@@ -1/ PART - I
@Oluy : (i) Semengg lemasEns@d elenwalldsa). 15x1=15

(ii)  Car@ésuul@erer wrpn oL safle Wsayb ghymLw el amws
CoipblaDss1s EPMULELa ellen ulemanyid Ceigg erpsea,b.
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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SIQIQQESE ST QuITILILITATT Greim ienpssLUmn pur .

(<) @ieues Cuerar (<9},) Qawevmeri

(@) Qua@mpir (i) Guerestentn @WIGEBT
A person who is incharge of office is called _

(a) Office Manager (b) Secretary

(c) Director ‘ (d) Managing Director

eflgpeprar wHmd prriES feurhisamens FmEna.

(=) Se@ers saflal (<) gL e sewflefl
(@) wsdw sl L s sefla () BsHmer sanflefl
' are used for scientific and research data processing.
(a) Analog computer _ (b) Digital computer
(c) Main frame computer (d) Super computer

1890 - b yar(h S CwfEsTelen &S5 QgTens sansbaBUL FTTHS Sre|seer
Qewerssd QFLMUSHETS sy ssLILIL L g). '

(=1) Qemeveuanss uSuyb smell () Ul igwdIHD s@Hedl

(@) siLieuamaruu®sgin smell (FF) samsdBHib smedl

In 1890, the was developed to process census data from the United
States.

(a) Dictation machine (b)  Billing machine

(c) Tabulating machine (d) Calculating machine

S &858 Falqw senrliurided &u&umrﬁ:&mmlammg,gseb eremu(pw.
(=) Sieunsd @)L cusd (<=4) SiYeus Senoliys S b

(8) Peus FHMIFESLHD (FF) SQeI&sE Sl igl Ld

Arrangement of equipmezit within the available floor space is

(a) Office accomodation ‘ (b) Office layout

(c) Office environment (d) Office building

Gopsaey WLHMILD a‘fa_rr'rasaﬂeiﬂ rHuelinfer epood & Searelewrar Qouallésid

Coyig WTEe|D, EnH(PSTEEILD LTS GeuaflFaid.
(=) Cprig (<) DS
(8) GeopGHIT () ureueTe

Gentle flow of an equal amount of light directly and indirectly by its reflection
from ceiling and walls happens in ________ lighting.

(a) Direct (b) Indirect

(c) Semi direct (d) - General diffuse
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2 (6492,
2anflIiEeT eThseNBLIan Sig @b @mmnmw sreysemens Geaflliugne,
Ulgeum&er 2 geyfleanmen.

(1) BWSHS (<) @piay

(@) po@gmeTser () srsafSwuren

The __ forms help the employees to collect the data without much difficulty.
(a) Ready-made (b) Analytical

(c) Copysheet (d) Logical

Yyey TOHSGLELTS gedliésiiuL. CaugT@Lb.

(1) slLwpearns Caemouser (<) QsTLTHenLIL S&eUDEET

(©) wrEUED THue Golleon (F) WHESD. LHHID 2 i@semTiay
should be avoided when taking decisions. :

(a) Statutory requirements (b) Relevant facts

(c) Changing political scenario (d) Guess work and intuition

GTeOTLIG) ‘r_ﬂgja.lamg,;ﬂ@:m@m @mwa;asuun..@mm g,euﬂuul_l_ uanaLl
Y eTaTeum&LD.

(<=1) @ enewTwild (<) Blemamerssd () mmmggmm (FF) o draflenantwiid
is a private network that is connected within an organization.

(a) Internet (b) e-mail ~ (¢) Website (d) Intranet

e Qeweme GQwed euflesuBgd aulpmi@Geug)

(1) &g - () pergpep
(‘@) O rarens | _ () CupampPlu enanggb
provides the sequence of actions to provide for any activity.
(a) Rule (b) Procedure
(c) Politics (d) All the above
Qe&asr_Lf eremm euMT&Hens QumAuied @mbs ubBSS.
<2|) wgSlen (<=1) < mSleid (@) Qremens (/) evumrafiey
The word secretary is derived from word.
(a) Latin : (b) English () French (d) Spanish
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11.

12.

13.

14.

15.

elwrunys Hggruser aumssasl 19AssLLEHDE.
(=t) pren (<) @rein( (@) epenmy (w) @bs
Business letters should be sorted out into ___ groups.

(a) Four (b) Two . (c) Three (d) Five

QUTREDSWTETT LT &L a@uug,g)@ uemrid 6T (H& @G0 LILq.QJg;GU);_%
LWeTuBSSID L ib

(1) QzrLds Hener o (=) whp eukidlser

(8) wrilwgems e G QeueliGu (7)) BrlignE CeueiGu

A customer can withdraw cash using withdrawal Shp only at thelr l

(a) Home branch. (b) Other banks
(c) Out of state : (d) Outside the country.

gLl perL Qumid Ggdl, prear whmbd @Lib s Hwepen GHUAEL peueTD

(@) Bapsd fro () aifleioy

(8) <isems 4 () Blspsdls @iy

A document intimating the date, time and place of the meeting is called
(a) Agenda j (b) Notice

(c) Report _ ' (d) Minutes,

G €(ThH & eﬁmasasmmﬂa;@m 2LEUETD <},(&LD.

(=) @flefioy (<) Siflses
(@) Bopid) fre (%) Bepifis eGPt
' is a self - explanatory statement.
(a) Notice (b) Report 5
(c) Agenda (d) Minutes

.ﬁgmmgﬁm 2 GTeT W&&ET CSTLILSET JAMmandg E&ser @Q:p&saserﬂm

sal_Hpefevand Gup GF@&?@LD PUHACW =y GLb.

(1) Yruelu®ssis6e (<=,) &seT QFmLiTL
(@) ederburliLBEHSH () Gupsar _masalld erge|uldame
; is an organization effort to win the co-operation of groups of people.
(a) Publicity e (b) Public relations
(c) Advertising (d) None of the abave
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Gy
SLLmwwrs alenwellssea)ld.
Note : Answer any ten questions. Question No. 28 is compulsory.
16. poian SIQIQUIQSD - CUETLIMIGHA|LD.
Define Modern office.
17s g_y,rrasﬂquaJeﬂ eredim Qerdanaw msmryu.@w;asmm
Define the term automation.
18. Si@aes QLaisduler Cam_ur@hsmer eleTéEs.
State the principles of office accomodation.
19. Werergnill Ligeud - fmy GHUY euenrs.
Write short notes on E - form.
20. sl LD GTENMITE eTenman ?
What is meeting ?
21. @@ Hoe sLLEITE wpermuien GCHamauser wireel ?
What are the essentials of a good indexing system ?
22. 576 GTGIDITED GTENET ? DFEM eUeSEHMETL LIl lgwed(His.
What is data ? List out the types of data.
23. SQICUDE HENL (LPEND ETEIDITE GTEITes ?
What is office procedure ?
24. TS (D SH@EHFD T Grana ?
- What is insured post ?
25. srGsrena GMSH T(HSHIS.
Write about cheque.
26. oiflGama - UTUNEGESE|D..
Define report.
27. wésdr Qgmmen euamTellSEHETD (.
Give the definition of public relations.
28. &AM g1y QASTLIT eT(PSICILIT(HET ETENMITE) ETevenm ?

What is meant by Fan Fold Stationery ?
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agneUgl LSS cNaimés@ns@ eNeLweldseb. seupdléd eflan eram 28-6@

10x3=30
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u@g - I / PART - III

@MY : gIFNeUG Wha NaTéEsERsE olanlwellssabh. elearm erevor 35-&@

29.
30.
31.
32.
33.

35.

sLLmuwns efenl welldseb.

Note :

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

LOGeun aumsLTaT SPeGHSMar elleTdE:s.
Explain the various types of office.

Qariy Quipdlraiser upi effleurs erpsis.

Explain the instructional machines in detail.

Cgmit erapg@ummaien BenanoseT LHMD SmDsET WTaa ?
What are the advantages and disadvantages of continuous stationery ?

Qenemrid LOHMLD a_draﬂsugmrub - Gaunu(P&a.s.
Differentiate between internet and intranet.

srolemrmafl yrlenLullen QummeT WTgl ? igebr pé&rmmasemrr GT(LPGIS.
What does a video chat mean ? Write about its benefits.

QLeLF &L srmSudeame Henls@h LWeTEET Wrane ?
What are the benefits of card indexing ?

andule o LGUrds@n udGam) Q;ormréla;mm efleufl&geyLb.
Describe the various Forms used in banking.

L@S - IV / PART - IV

GOILY : Sjewendg claméa@nd@h el wealldseyb.

Note :  Answer all the following questions.

36.

(1) ;_r,eﬁcq Quindlyriger eraneuGLgyb ghdeer’ unm a&]ﬂmrra;.er@@a;_ |
SNV
(=) ugeuruseflen cumasmer alarées. |

(a) Explain any five types of modern machines in detail.
' OR

(b) Explain the types of Forms.
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37. (1) e @QIMD SIRFHISHET DHUMEHD HenLAPapH@e eNlemsEs.
© VG
() awdlufed sewrd@ sleuni@auspe Aepp Calermqw eilfipepsamar 6 p5is.
(a) Discuss the procedure for handling inward mail.

OR
(b)  Write the procedure for opening an account.
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