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OFFICE MANAGEMENT AND SECRETARYSHIP

(WD wHMID midle eufl / Tamil & English Version )

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

SileyenraseT : (1) Aenaisg elamssepd &flurs Ludeurdl o drargr erarLgmer FflumTég s
Qamemeneyid. oi&FaHLILIgleN e @enmull Lk, SHenms sera mewtlLmerflLLb
o | agingg Gsiflellsse .
(2) Beod  @eg &@HLL  @bulamer LI HCL T USDHELD
24 5CamgHeusn@Gh LweaTU(hEs Ceuam(hbd. LILBISET U reusnd
QuenFled LeTI(HSS6|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.

L@&S - I / PART - I

GOl : (i) “eenss NemasEhs@Gn eflantweafldseyib. 15x1=15
(ii) Qar®ssiul(erer wIHM| el gsafle Wsa D gL alenL_amuis
Cambos(hdss GO HLer e ulemarb Caigg er(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. Qusgeisse crarugl Lenflumerigemer C&Fwed (LpenmWIT@LD.
(1) eul BLSGID womibd Gomhumienelud (Hib
(=) S biGid
(@) Hiaudsed
(FF) @(DEISEML&SE WD
Direction can be regarded as the process of staff.
(a) Guiding and Supervising
(b) Planning
(c) Administrative

(d) Organising

2. Spps Si@ieues Qeulitblene Camymubms LITFeTQbL .
(<=1) 78 g8l (<) 58 gl (@) 48 1gdifl (FF) 68 gl
The ideal office temperature is approximately Fahrenheit.

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

3. SQess @G erarugl wenfluirerisafl cor g @@ WpsHwwrer

s1&s5ms THUOSSSDS!.

(<=1) Couena (<2) Slmem (8) Gswedmer () sy

Office environment is an important bearing on the of the employees.

(a) Work force (b) Efficiency (c) Performance (d) Quality
4. vl sms alligeuamsEh 2iMledlwe eTa eP&sLILIHS ).

(1) s1@D (<25) fimiesantd

(@) velld GLpedwied (FF) SIeisLbd

The Science of designing a werk.place is known-as

(a) Department (b) - Enterprise

(c) Ergonomics (d) Office
5. , Bneuarsdle Smpg CamHmEms o (HeursE L.

(1) Qaweurh&er (=) BHQLUWIT

(@) Hlreursid (FF) sa6ue

will create a best impression of the organisation.
(a) Functions (b) Goodwill
(c) Administration (d) Information
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6. slLarmd ugs slLsyrduder S cuamsliu(BSsLILILeb0ame.
(1) 219G@rsg) (=) Gurerey Lsss
(@) yooarm@d e (rr) egmer CUGHH
index is not classified under Page Index.
(a) Vowel (b) Bound Book
(c) Visible Card (d) Loose Leaf Book
7. SQeuesd Coeomeriser -6 WIS H@ILIGID GUTBSEUTSETTS ©)(H&Hs
Gouast(hb.
(SN) ETES LSSSBISET (@) tenendg Gouamevsatiayid
(@) senilei () &CITET LI B@IeUaSELD
Office Managers should be very experienced with
(a) Books of Accounts (b) Overall working
(c) Computer (d) Microsoft office

8. {&lpps @ssiompliy s@melse
(<) Toggl (<=y,) Shapify (@) G-suite (/F)  Slack

The best collaboration tools

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

9. IPICUDG AMWLILGET HMLD HevL (pamsaier Frmar QFweLim( -en
GDDES 2 56|5Dg).
(=) Bawr(Hd Bearhid 2Cs Colanew
(=1,) Couaneoudley HTLOGD
(@) epemiL e gevrmTer Goueme
(FF) DG Si(HSSLD
Smooth functioning of office systems and procedures helps to reduce
(a) Repeated work
(b) Delay in work
(c) Overlapping of work
(d) Stress

[ Slpliys / Turn over
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10. QarLrpg wdHliumie] Qelwiul () CasemeuliL@bGurg Ygiribssi-
UL Geuert(HLbd.
() Siewly ensGu( (<)) SQeIs asGui(b
(@) Qamertens anaGuwi (FF) wlindl enaGuih
should be regularly reviewed and updated when necessary.
(a) Organisation manual (b) Office manual
(c) Policy manual (d) Practice manual
11. Qgrfyepw srey ger wrdfl o @e (perGlomPuiiiulLg).
(<=t) 1970 (<) 1980 (@) 1972 (/) 1975

The Relational Database model was proposed in
(a) 1970 (b) 1980 (c) 1972 (d) 1975

2. SleuTsafer g hmilillg a)eo&d eerug elwrurrssler blreurs
WD GD. AFem CHIESD SeHaldsmartl Ufliommelg womib Ldle| CeleuCs

A,GLD.

(=1) Cegerr Gas. &emdlL e (=) Dl 1g.6005L560(h)

(@) sgmisy =, Gl ()  Wlevev HMILD evLmerigmi 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 seas@Gser Cumgeurs BUTSemTed LITTofl&siu(h&learmer.
(<) Slymwoliym (<=y,) Couemev (@) Cwedl L (/F) euewfila
Current accounts are normally maintained by people.
(a) Rural (b) Working () Royal (d) Business
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14. _ fmeueriser suiser smi HlineuansSler Coaneusaner wl (HGw L, r5d
Qawidlemmer wHmD Ceafl aumgsamswimeris@Ehéstear CFameusamer aLpkI@aldlane.
(=) esammail 2 61 enwwbse (<) @bSlw Caameu albIBISET
(8) SME () uemem () Hmelemisar

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 i@ieles Caramentoudler TN Bl 6llq&enadEhdH®E, Caeneuserr
CoameuliLi(Hdmg).
(1) umidl (<) &
(@) Curs@oursgi () Cupsar_ oemarsoib
Modern office management needs services for its day-to-day operations.
(a) Banking (b)" Insurance
(c) Transport (d) All of the above

U@ - I/ PART - II

GMily : gCoenb LusSEH damssErs@ el walsseybd. elearm oaar 28 -&5@&
SL_L_muwns allenL_wefl&sallb. 10x3=30

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

16. G flsm eieuas Cuarearann LHP FAmn GOl euenrs.

Write short notes on Virtual office management.

17. udlpiul L el b eTeTmmed cTetTEr ?

What is a shared workspace ?
18. wle] srm CFTgg LUMHSTUIL| GTETDTE 6T ?
What is intellectual property protection ?

[ Slpliys / Turn over

This PDF document was edited with Icecream PDF Editc

Upgrade to PRO to remave watermark.

brs to our email id - padasalai.net@gmail.com


https://icecreamapps.com/PDF-Editor/upgrade.html?v=3.18&t=9
https://www.whatsapp.com/channel/0029VaAqUqk9Bb672tBn033m
https://www.padasalai.net/

www.Padasalai.Net www.Trb Tnpsc.com

6

19. udlajger GTaTand — UETLMISGSELD.

Define Records Management.

20. 6L Sj@IeUadhigsar LUnHMH GHILL eumTs.

Give a note on Smart office.

21. el Goararand CeTtUmbhEnsE 2 STTETBIGET 6T(LpGIs.

Give examples for Office Management Software.

22. @eus amsGu@ — dny GHlly cuemrs.

Write short notes on Office Manual.

23. FTeUSHFHATSIE 2 GTem H6| LUMEHEET UMSLILI(HNSSH6LLD.

Classify data types in database.

24. o B &L &ITS (panmuilen CoHenels6T cremen ?

What are the essential features of Indexing ?

25. aumidl — cuamTUM&GSHa]|LD.

Define Banking.

26. UcuaSWeT LT. LILeTLT(h-1I(@SSeT 6Temn o0 6T6men 2

What are the various I.T. applications area ?

27. CosmilbLeder LWTSET Wrened ?

What are the uses of filing ?

28. <Qaiwssdle, sflurear delaflFssdama Sl GEG BTMLEMETS Fnmis.

Give the advantages of proper lighting in the office.
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U@ - Il / PART - III

Gy : ggneug ®WBE NaTss@rsE ol walsseab. alarm erem 35 -&@
SL_Lmuwns 6len_wel&sa|b. 5x5=25

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

29. o@euas QL mwlmu Cspshlude smese Camearer Couemriqul sryeamflser

wrened ?

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

30. <eios 6r(pgill Qurmearsafler eumsLLm e edleTdse,Lb.

Explain the classification of Office Stationery.

31. QUMD DENLDLIL|SET OHMID. L (LPenD&(EhsE, Qen-Cui o_cter GCoaumiLim(haemer
T(LDS)S.

Write about the difference between office system and procedures.

32. Sleroyll s IqBISleT LERTLSET WTepeL. ?

What are the characteristics of cloud computing ?

33. amdls sansmsd QST EIGISHETT HEDL (LPEDSHET WTEn6l ?

What are the procedures for opening a Bank account ?

34. DBMS -aif seon&slpliL|ser Wwrenel ?

What are the special features of DBMS ?
35. Gasmiysafler auasliuml (h pan&ser LMl 6T(Lpgis.
Write about the methods of classification of files.
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u@3 - IV / PART - IV
SN : Semensg laTssErs@h el wallésea,. 2x10=20

Note : Answer all the questions.

36. (=) @Qeues srafluni@gsame Lndl aflfleurs ebleufsseawb.
JENTNINY:
(=) sl Lsrrdudlen auamssamer al6Ts@s.
(a) Elaborate the term office automation.
OR
(b) Explain the types of Indexing.

37. (=) SQleUs @L enlientl LUHPl GOl euanrs.
S|V6VG)
(<=,) @pdHwredled e erer BPO Coanauganeril Lnml ellalflésea)tb:
(a) Write a note on office accommodation.
OR

(b) Explain BPO services in India.
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