
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 |õßS ©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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1. vmhªkuÀ Gß£x A¾Á»P {ºÁõPzvß __________ ö\¯À£õk BS®.

(A) Ai¨£øh (B) |À» (C) •UQ¯©õÚ (-D) •uÀ

Planning is the __________ function of office management.

(a) basic (b) best (c) important (d) first

2. £Qµ¨£mh £o°h® __________ GßÖ® AøÇUP¨£kQÓx.

(A) ö£õx Ch®

(B) Cøn ÷Áø» ö\´²® Ch®

(C) ö£õxÁõÚ Ch®

(-D) uÛ¯õº Ch®

Shared workspace is also known as __________.

(a) Public space

(b) Co-working space

(c) Common space

(d) Private space

3. A¾Á»Pa `ÇÀ Gß£x £o¯õÍºPÎß __________ «x J¸ •UQ¯©õÚ

uõUPzøu HØ£kzxQÓx.

(A) ÷Áø» (B) vÓß (C) ö\¯ÀvÓß (-D) uµ®

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

(a) workforce (b) efficiency (c) performance (d) quality

4. A¾Á»P uÍÁõh[PÒ J¸ __________ •u½k.

(A) Po\©õÚ (B) •øÓ¯õÚ (C) C¯ØøP¯õÚ (-D) Á¾ÁõÚ

Office furniture is a __________ investment.

(a) Substantial (b) Systematic (c) Natural (d) Strong

5. __________ £vÄ ÷©»õsø©°ß ø©¯©õP ÂÁ›UP¨£h»õ®.

(A) ÷Põ¨¤hÀ (B) _mhPµõv

(C) E°öµÊzx _mhPµõv (-D) £vÄPÒ

__________ can be described as the core of Records Management.

(a) Filing (b) Indexing

(c) Vowel Indexing (d) Records
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6. __________ Gß£x ÂÁµ[PÎß vµmk AÀ»x £vÄPÎß ÷\ª¨¤ØS

ÁÇ[P¨£k® Chzøua _mk® •øÓ¯õS®.

(A) ÷Põ¨¤hÀ (B) £vÄPÒ

(C) £vÄPÒ ÷©»õsø© (-D) _mhPµõv

__________ can be described as a method of providing indicators for a body of data or

collection of Records.

(a) Filing (b) Records

(c) Record Management (d) Indexing

7. __________ Gß£x vmh[PøÍ {ºÁQ¨£uØPõÚ C»Á\ ö©ßö£õ¸Ò.

(A) möµÀ÷»õ (B) ÷PßÁõ

(C) ¦v¯ ÷©ø\ (-D) GUìöhß]÷¯õ

__________ is the free Software for Managing Projects.

(a) Trello (b) Canva

(c) Fresh Desk (d) Xtensio

8. ö£õ-̧ z-xP :

(1) ÁoP GÊx ö£õ¸Ò (i) ÷h¨ iìö£ß\ºPÒ

(2) öhìUhõ¨ P¸ÂPÒ (ii) Cµsk £õUöPm ÷£õºmL÷£õ¼÷¯õUPÒ

(3) ÁøµuÀ P¸ÂPÒ (iii) Piu uø»¨£õß

(4) ÷Põ¨¤hÀ ©ØÖ® ÷\ª¨¦ (iv) CßUöám Põºm›mä

(A) (1)-(iv), (2)-(iii), (3)-(i), (4)-(ii)

(B) (1)-(ii), (2)-(i), (3)-(iv), (4)-(iii)

(C) (1)-(iii), (2)-(i), (3)-(iv), (4)-(ii)

(-D) (1)-(iii), (2)-(ii), (3)-(i), (4)-(iv)

Match :

(1) Business stationery (i) Tape dispensers

(2) Desktop instruments (ii) Two-pocket portfolios

(3) Drawing instruments (iii) Letter head

(4) Filing and storage (iv) Inkjet cartridge

(a) (1)-(iv), (2)-(iii), (3)-(i), (4)-(ii)

(b) (1)-(ii), (2)-(i), (3)-(iv), (4)-(iii)

(c) (1)-(iii), (2)-(i), (3)-(iv), (4)-(ii)

(d) (1)-(iii), (2)-(ii), (3)-(i), (4)-(iv)
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9. A¾Á»P øP÷¯k Gß£x J¸ __________.

(A) AmhÁøn (B) ÁÈPõmi ¦zuP®

(C) Áøµ£h® (-D) AÔUøP

An office manual is a __________.

(a) Statement (b) Guide book

(c) Diagram (d) Report

10. J¸ ÁoP {ÖÁÚzvß A¾Á»P Aø©¨¦PÒ ©ØÖ® |øh•øÓPÒ Gß£x

£À÷ÁÖ __________ I EÒÍhUQ¯x.

(A) ÷\øÁPÒ (B) xøn Aø©¨¦PÒ

(C) •øÓPÒ (-D) E£Pµn[PÒ

Office systems and procedures of a business establishment comprise of various __________.

(a) services (b) sub systems

(c) methods (d) equipments

11. AmhÁøn E¸ÁõUSÁvÀ EÒÍ EÓÄPÎß ÁøPPÒ __________.

(A) 2 (B) 3 (C) 5 (-D) 4

There are __________ types of relationships in creation of table.

(a) 2 (b) 3 (c) 5 (d) 4

12. __________ Gß£x •ußø©z vÓÄ÷PõÀ ÁÈ¯õP Cµsk AmhÁønPøÍ

JßÓõP CønUP¨ £¯ß£kQÓx.

(A) öÁÎz vÓÄ÷PõÀ

(B) ÁÈPõmi

(C) Cøn¨¦ •ußø©z vÓÄ÷PõÀ

(-D) Cønz vÓÄ÷PõÀ

__________ is used to link two tables together via the primary key.

(a) Foreign Key

(b) Wizard

(c) Composite Primary Key

(d) Composite Key
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13. __________ ÁoP |hÁiUøPPÎÀ Dk£kÁuõÀ ªPÄ® •UQ¯©õÚx BS®.

(A) Põ¨¥mk ÷\øÁPÒ (B) Á[Q°ß ÷\øÁPÒ

(C) £µõ©›¨¦ ÷\øÁPÒ (-D) ÷£õUSÁµzx ÷\øÁPÒ

__________ are very important as it involves in commercial activities.

(a) Insurance Services (b) Banking Services

(c) Maintenance Services (d) Transport Services

14. GDP Gß£uß Â›ÁõUP® __________.

(A) General Data Processor (B) Gross Domestic Product

(C) General Domestic Product (-D) Good Distribution Practice

GDP stands for __________.

(a) General Data Processor (b) Gross Domestic Product

(c) General Domestic Product (d) Good Distribution Practice

15. __________ C¢v¯õÂØS öÁÎ÷¯ uø»ø©¯PzøuU öPõskÒÍx.

(A) £ßÚõmk {ÖÁÚ[PÒ

(B) C¢v¯ ÷\øÁ ÁÀ¾|ºPÒ

(C) E»PÍõÂ¯ EÒ ø©¯[PÒ

(-D) ÷©ØPsh Hx® CÀø»

__________ have their headquarters outside India.

(a) Multinational Companies

(b) Indian Service Providers

(c) Global In-house Centres

(d) None of the above
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£Sv & II / PART - II

SÔ¨¦ : H÷uÝ® £zx ÂÚõUPÐUS Âøh¯ÎUPÄ®. ÂÚõ Gs 28 &US
Pmhõ¯©õP Âøh¯ÎUPÄ®.

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

16. uõÛ¯[SuÀ GßÓõÀ GßÚ ?

What is meant by Automation ?

17. SøÓ¢u öuõøP°À»õ øÁ¨¦U PnUS GßÓõÀ GßÚ ?

What is meant by no frills account ?

18. IoT GßÓõÀ GßÚ ?

What is an IoT ?

19. TÖ{ø» AøÓP»ß GßÓõÀ GßÚ ?

What is meant by modular furniture ?

20. |ÃÚ A¾Á»P uÍÁõh[PÒ £ØÔ ]Ö SÔ¨¦ ÁøµP.

Write a short note on modern office furniture.

21. £µÁ»õUP¨£mh ÷Põ¨¤hÀ GßÓõÀ GßÚ ?

What is decentralized filing ?

22. A¾Á»P ÷©»õÍº GÚ¨£k£Áº ¯õº ?

Who is the Office Manager ?

23. BYOD GßÓõÀ GßÚ ?

What is BYOD ?

24. QÍÄm P®¨³mi[ £ØÔ ]Ö SÔ¨¦ ÁøµP.

Write a note on Cloud Computing.

25. A¾Á»P øP÷¯kPÎß ÁøPPÒ ¯õøÁ ?

What are the types of office manuals ?

10x3=30
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26. •ußø©z vÓÄ÷PõÀ GßÓõÀ GßÚ ?

What is a Primary Key ?

27. ÂÚÁÀ (Queries) GßÓõÀ GßÚ ?

What is a Query ?

28. ÁoP ö\¯À£õkPÎß öÁÎUöPõnºÄ ÷\øÁPÎß |ßø©PøÍU TÖP.

Write the advantages of business process outsourcing services.

£Sv & III / PART - III

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

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

29. £o°hzvÀ B÷µõUQ¯zøu²®, £õxPõ¨ø£²® GÆÁõÖ £µõ©›¨£x ?

ÂÍUPÄ®.

How do you maintain healthy and safety in the workplace ?  Explain.

30. A¾Á»P uÍÁõh[PÎß £¯ß£õkPÒ ¯õøÁ ?

What are the uses of office furnitures ?

31. ÷Põ¨¤h¼ß ÁøPPÒ ¯õøÁ ?

What are the types of filing ?

32. A¾Á»P ÷©»õsø© ö©ßö£õ¸Îß |ßø©, wø©PøÍ¨ £mi¯¼hÄ®.

List out the advantages and disadvantages of office management software.

33. A¾Á»P øP÷¯kPÎÀ v¸zu® ©ØÖ® £Qº¢uÎzuÀ £ØÔ ÂÍUPÄ®.

Explain Revision and Distribution of Office Manuals.

34. Á[Q AÔUøPPÒ £µõ©›¨¦ – SÔ¨¦ ÁøµP.

Write a note on maintaining bank statements.

35. uµÄuÍzøu E¸ÁõUSÁuØPõÚ £iPøÍ GÊxP.

Write about the steps to create the database.

5x5=25
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£Sv & IV / PART - IV

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

Note : Answer all the questions.

36. (A) (i) A¾Á»P EuÂ¯õÍ›ß Phø©PÒ ¯õøÁ ?

(ii) ]Ö ÁoPºPÐUPõÚ C»Á\ ö©ßö£õ¸øÍ¨ £ØÔU TÖP.

AÀ-»-x

(B) £vÄ ÷©»õsø©ø¯ Â›ÁõP ÂÍUSP.

(a) (i) What are the duties of an Office Assistant ?

(ii) State about the free software for small business.

OR

(b) Elaborate the term records management.

37. (A) A¾Á»P Aø©¨¦PÒ ©ØÖ® |øh•øÓPÎß ÷Põm£õkPøÍ ÂÁ›UPÄ®.

AÀ-»-x

(B) C¢v¯õÂÀ EÒÍ ÁoP ö\¯À•øÓ ÷©»õsø© öuõÈÀxøÓ £ØÔ
ÂÁ›UPÄ®.

(a) Explain the principles of Office System and Procedures.

OR

(b) Explain the Business Process Management Industry in India.

- o 0 o -
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