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OFFICE MANAGEMENT AND SECRETARYSHIP

(WM. wHmid il el / Tamil & English-Version )

&re 2jerey : 3.00 wewtl Cry | [ Qs wlltluearger : 90
Time Allowed : 3.00 Hours ] [ Maximum Marks : 90
Slejenrset : (1)  lmeaissl elamés@phd ilwrg udeurdl o ciensT cranLisaer FilLimisgss

Instructions :
GOl = ()

(ii)
Note : @)

QareTerald. SF&HLILS S Gempuil@Liber, iemns sersmewtlliLmeTlLLb
o L anquings Ggmlellése, b,

Beod g s@mULY owulmear wLLHGL  ET(WHESDHGLD
23 &ECsTIg(Haugsn@Gd Lwe(hss GCalamr(Hb. LLBIGET eUaFeUsnE
QuenFled Liwiem(HSSeLb.

Check the question paper for fairness of printing. If there is any lack of fairness,

inform the Hall Supervisor immediately.

Use Blue-or'Black ink- to, write and underline.and pencil to draw diagrams.

L@ - 1/ PART - I

SemenEG NaTTESERSGWD ellenl_wietl&se, L. 15x1=15

Qarhssuul(heTerT mBIewm@ wrHm edenL sefle WEaDd eHLjenLul

deLews Csrbbs®sss GMUELHLear alomLulmaruyn Csrgg
CT(LpSELD.

Answer all the questions.

Choose the most appropriate answer from the given four alternatives and write

the option code and the corresponding answer.
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1. S 0Bs0 eremig @euas Hlireursssler Qaweour® =L @Lb.
(@) @qtivor () pow (@) psdluwrar () pse
Planning is the function of office management.

(a) Dbasic (b) Dbest () important (d) first

2. uwdlroul L uenfludi b eTemID e p&sLILI(HS .

(=) Gumrg @LIb

(=1,) Qenent Couened CFWILD @)L 1D
(@) Cungleirer @)L Lb

(FF) seflwmr @b

Shared workspace is also known as
(a) Public space

(b) Co-working space

(c) Common space
(

d) Private space

3.  SAQCUDSGF GLP6D eTarligl Lt wlimen s efl e g @ wsSHwwrer

BTéaE®H THUOSSHING!.

(=t) Cauamev (<) lmen (@) Cewddlper () sy

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

(a) workforce (b) efficiency (c) performance (d) quality
4. SQEUDS FATCUTL HRIGET @ v (PSD(E.

(<4) Sanilgomenr (<2, )-(Lpem MUl men (@)@ ubensuiret. (FF) U6l e

Office furniture is a investment.

(a) Substantial (b) /| Systematic (¢) Natural (d) Strong
5. udla| Cuerarenwuier epwwiors afleufldsliLL .

(<) Camidie (<) &sLLgrrd

(@) 2196rupsg &L asrms) (FF) udleyser

can be described as the core of Records Management.
(a) Filing (b) Indexing
(c) Vowel Indexing (d) Records
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__________ rarg eleurmsaiiar Hrli(h oogs vdejsaiar Clllbmnes
QUPBISLILRHL QL SmSEF &L (HLD (PDWTEGLD.
(1) Camine (<=4) udlajser
(@) udlejser Cememento () &L srrd
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

eremiig) S misaner Hlreudliugnarear @)eeug Glitem6lLImmeT.

(<=1) LOrerCevi (<,) Caermaum
(@) ydwu Cens (FF) eréenlemd Guim
is the free Software for Managing Projects.

(@) Trello (b) Canva
(c)  Fresh Desk (d) Xtensio
QUTHSSIS :

) euewtls er(pgl Cummer @  Cru gev6ueTgraer

2)  GLevsLmi smedlser @) @rewr(h uTsEsl Curilo.CurallCursger
3) ouIHE SH(HeNgeT (i) && FHemeLILITET
4)  Gsriufbie womb Cslly  (iv) - @eanstleg smiflis)

=) (D)-(v), (2)-(iid), (3)-(3), (4)-(ii)
<) ( )( (2)-(), (3)-(iv),.(4)-(iid)
) ()-(iii), (2)-(), (3)-(iv), (4)-(ii)

v)

(1
(
(
(
(
(
(
(FF) | (1)=(iid), (2)=(i), (3)-(0), (4)-(i

Match :

(1) Business stationery (1) Tape dispensers

(2) Desktop instruments (i) Two-pocket portfolios
(3) Drawing instruments (iii) Letter head

(4) Filing and storage (iv) Inkjet cartridge

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

(b) (D)), (2)-(0), (3)-(iv), (4)-(iii)

(©  (D-(ii), (2)-(0), (3)-(iv), (4)-(ii)

(d)  (D-(ii), (2)-(i), (3)-(1), (4)-(v)
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Kindly Send me Your Key Answer to Our email id - Padasalai.net@gmail.Com


https://www.padasalai.net/

www.Padasalal.Net www.Trb Tnpsc.Com

4

9. s amsGU(d 6TETIH 6

(1) Sl cuanemt (<) UPBTL g LSSSHLD
(@) euenruLLD (FF) MG ma

An office manual is a

(a) Statement (b) Guide book

(c) Diagram (d)Report

10. @ euawils HimelarSlen iaIeUMs DEMIDLIL|SGET WHMID HEDL (PENDEET cTaTLIG)

LGaum) & 2 dTerL_SSlwg).
(1) Goenouger (<=1,) Slevenr S| enLoLIL|SET
(8) wpepsar (FF) | © LI&[FemThI&S6T

Office systems and procedures of a business establishment comprise of various
(a) services (b)  subsystems

(c) methods (d) equipments

11. Sl L amean 2 (haurs@Geudle 2 arer 2 meseflen cuansser

(1) 2 (<=4)3 (&) 5 () 4
There are types of relationships in creation of table.
(@) 2 (b) 3 © 5 (d) 4
2. ranLgl (PpSenenidd SneCaETw anfliirs @) e <L L 6uen awusener

QRIS @eanssLl e hidng).
(=) Qeuafls HmaGame
(<) ouflam g
(@) @evewliL (pFeaendd HmeyCaHme
() Qevanrs FlmeyGared
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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auemfilas BLallgsamssaid mHuBeusTd sa|b pSSlumasg = E.

(<=1) srS(H Ceeneusar

(@) urrwiliy Csemeuser

(<=, eumidludlenr CFemouserr

() Curs@eurss GCsameuser

are very important as it involves in commercial activities.

(a) Insurance Services (b)

() Maintenance Services (d)

GDP eremLigen edlifleumssid
(<) General Data Processor
(@) General Domestic Product
GDP stands for

(a) General Data Processor (b)

(c) General Domestic Product (d)

Banking Services

Transport Services

(<=1,) Gross Domestic Product

(rr) Good Distribution Practice

Gross Domestic Product

Good Distribution Practice

@nHureding@ CeuallGu semeepbLssmss Csmar(heTers).

(=) wemenmmi_(h HlmieThIS6
(=) @bSlu Caenel aucaBTgHeT
(@) 2 eserTail 2 6T eHLDUIBISET
() Consent. gHID Gdamed
have their headquarters outside India.
(@) Multinational Companies
(b) Indian Service Providers
(c) Global In-house Centres

(d) None of the above
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U@&S - I/ PART - II

G : gCaemib LUSH NaTsEsErsE el walssaybd. eflarm eram 28 -&@

SL_L_muwng adlenL wefl&sa .
Note : Answer any ten of the following questions. Question No. 28 is Compulsory.
16. FTeTIBIGSHE GTEMDTE) GT6T6 ?

17.

18.

19.

20.

21.

22.

23.

24.

25.

What is meant by Automation ?

Gonhs TG eLiL|s ST @ CTEIMIE) 6TETET ?

What is meant by no frills.account ?

[oT eresmmey Greoreot ?

What is an IoT ?

FaMIBlEnay |ENMSEEIT GTEITMHITED GTeoT6n ?

What is meant by modular furniture ?

Beia Si@elas Sereurniger LHm fm GHiL cuenys.

Write a short note on modern office furniture.

Lreuersslul L Carib e eremmme) ereser ?

What is decentralized filing ?

SQIeIE GoemerT ererliu(huel wim ?
Who is the Office Manager ?

BYOD crenmmed ereotent ?
What is BYOD ?

dlemeyl_ sbLLLl gl upml An @olly eueys.

Write a note on Cloud Computing.

SQeis ansGupseafler eumsser wrenel ?

What are the types of office manuals ?
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Wpenennd Hme CHme eratmme cremem ?

What is a Primary Key ?

ofareued (Queries) 6TGTMTE 6TesTEwT ?
What is a Query ?

auantls Gewour@hsafler Heualstsranie] Camaeusaiian HaTENLDEMETE Fnm)is.

Write the advantages of business process outsourcing services.

L@ - HI/ PART - 111

GO : eTemeuCuignd b&l cllaTTés(@héE eilat Walldsa|b. eflaim eremr 35 -&@&

SL_Lmwionsg edlen_wefl&sa|n. 5x5=25
Note : Answer any five questions. Question No. 35 is Compulsory.
29. uelllLgdler HCrradusensu|bd, LrgsTUmUWLD ereueumn LFTofliiig ?
NleT&ESHa|LD.
How do you maintain healthy and safety in the workplace ? Explain.
30. SQICUDS HeTeUTL MBigGeTen LieTUT(H&ET Wirene. ?
What are the uses of office furnitures ?
31. GCaridLeler cuamaseT Wrenel ?
What are the types of filing ?
32. S@aies GCoarearamn Cwertummeflet Barenn, Samwsamerts L iquisdl_ayLb.
List out the advantages and disadvantages of office management software.
33. | @eis esCubsalle Smssd wonin LsTbseflsse LDl cflerdsa|b.
Explain Revision and Distribution of Office Manuals.
34. aumdl dsmsser LFTRly — @OILY cuenrs.
Write a note on maintaining bank statements.
35. SIeSETHES 2 (HEUTEHGHEUSDETE Lilg&HEDET 6T (LGS,

Write about the steps to create the database.
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L& - IV / PART - IV

GSNILIY : Siemensg eflamés@rsEh el weilssea]b. 2x10=20
Note : Answer all the questions.
36. (1) () Qeues 2 FeSlumeTiler SLeNSET WTenal ?

37.

(i) Fm euentlsrsepssrar @eaoels Cer6urmeneTl UHMIEG Fomis.
360605
(=) udley Coaramenwenit edlifleurs alleTéEs.

(@) (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.

(1) SADIeUEs AnDLILSET OHMID Henl_(pepmaefien Car Lir(hsamer alleuflEsa]b.
S|6V60G)
(<) @ibdlwreie o drer auenils CFwowern Coorameanw GsTlagiamn LDH
afNeuflésab.

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

(b) Explain the Business Process Management Industry in India.
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Kindly Send me Your Key Answer to Our email id - Padasalai.net@gmail.Com


https://www.padasalai.net/

