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Part III — Vocational Subjects

SieVIeusvd Geumemremow|n GlFweSlweyw
OFFICE MANAGEMENT AND SECRETARYSHIP
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Sileyenraen : (1)

Instructions
@PIoY = (i)

(i1)
Note : (i)

(11)

s (1)

menggl elennasiend sflwng udleurdl o drengr eratugaen sflumisgs
dareraraybd. oFaundeile Geanullmllbern. siens searamemtuumearflb
o Languwings GQsfleldsalb.

(2) Beowb ey &HBUY eowllerar WL HEWL  aupgeuSH b
214 &CaMg Heugh@Gh vwaLis Cauamr@n. LLB&d sumyusneE
Guenfles LGRS S| LD.

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.

@Sl - I/ PART - I
IwaTEg allannasErsGl e wallssew. 15x1=15

Qanpésiu’_(Hdrar wrhoy e safle blsa|b gnyemLw alaormws
Goih@smsas @duS GLer efenwllencrupnn Gaggy erpseaib.

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. _  crenug) wells cuengdlen ymmed Wamam(h speubleumm Lewt uilenemuyb
OaeueuGen (plyILIGTELD.
() Cprée plae () Blicudlggen
(@) Csmble (rr) Gueomeimenlo
is an act of getting things done through people.
{a) Orientation (b} Administration
{c] Profession (d} Management
2. Hlodlie eremug gm Blmeuend s Blad@aaer oenw Gaaneul-
LS.
(1) el (<) Bloip (@) geuss () &Lbs
Planning is required to attain the goals of an organisation.
{a) Future {b) Present (c) Start up (d} Past
3. - Getupms seutlenmed SLTTSD SIS ILGLD.
(=) Canédrengaeanar (<) cllflsener
(&) perLpepenu () AlLsms
Fine will be imposed for the violation of
{a) Policies (b} Rules
{¢c}] Procedure (d} Plans
4. uenfl @mhlss alleurmser oL mdu g aueTd eresmiIL(pb.
(<=1) vawfl WHISEH (<=,) vanfl ellengs b
(@) vewfl Qewdunr® (/) wewfl UELLMUSY

The document containing the details regarding job 1s known as :
{a) Job evaluation (b} Job description

{c) Job performance (d} Job analysis
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euenawWwmen enwly F.W. eoLermed Sl iulLg.
(<) (penmuimes (=) cufleng
(@) euflens woHmDd sadwir () Geweur

type of organisation was devised by F.W. Taylor.
{a) Formal (b) Line

{c] Line and Staff (d} Functional

‘g GomeTt aengé CFUSTeD 2ig Siwrad QFaLgH sren” eTend Faflieur :

{<BM) YEWTL_F GVENES G (<) Wb erd. Cavmuiey

(@) Camui’ & engwer (re)  ggmest QuodGlLmemme

According to , “whatever a manager does 1s nothing but decision making”.
{a) Andrew Szhagyl (b} Felix M. Lopez

{c] Herbert A. Simon (d} John McDonald

LPG erenim QEmeTensenit @hElwl remhish | & Siorerd QFgg.

{<=4) 1993 (<) 1991 (@) 1994 (FF) 1992

In , the LPG policy was adopted by the Government of India.

fa) 1993 {b} 1991 (e} 1994 (d} 1992

epaons @hdlamansgsaa sallés (pigub.

(<) CgreneGuél Cgmiy (<) Wlenan@hae) ppeILDNS:
(@) Crmy yeremt Ggm () Beupmer ergiaydlerensy
Through with people, co-ordination can be achieved.
{a) Telephonic contact (b) Sending mail

{c] Direct personal contact (d} None of the above
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9.

10.

11.

BusEse eremug erLGUTHID 2GS (PN,
() Clemigsg)

(<=,) CGwallmhg En Crre&ulmasin

(@) uhdams Sen

() & Qmpbg Guoe Crmadulilms@n

Direction always follows _ _ approach.

{a) Vertical

(b) Top-Down

{c) Horizontal

idl Down-Top

m (&S enwinrs Hmwsdla smsuuiBeus) :

() Guemert (<) epwWUBHSSHIFD
() =idlammd (/) ewWlILGSS T

refers to the degree to which decision-making process is concentrated
at a single point in the organization,

{a) Manager (b} Centralization

{c] Authority (d} Decentralization

erenLgy ompeuisatlen e, Hoenoser LHOWD (puHFludler Crygwims
@y snsssms gHuBSH iga ppab GOECaTarsamen ML MGG (1

HENEVIMGLD.
(1) pa@sgaILD (<) Guises
(@) wesflwmeri Hlwwemd (/) eardEeddgen

The art of influencing others to direct their will, abilities and efforts to the
achievement of goals is

(a) Leadership (b} Directing

{c) Staffing (d} Motivating
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sFeuer LML eremug _ _ aufl WewepenmungLd

(1) pren (<) Qe (@) %0 () apemm
Communication is a way process.

{a) Four (b) Two (c) One (d) Three
eargaILRSESS e Qewudur® ¢ pufle & @mig Csr_kiGdng.
(<=1) Czeneu (<2,) D (@) pLs™ms (F) 2 hsise
The process of motivation starts from of an individual.

{a)] Need {b}] Action (c) Behaviour (d} Drive
CeueflwnThs el sans epetd GlalwiuBi&lmng.

{<=1) Blmieuen QFwcmert (<=2,) Ul w CFwey saT&ET6TT

(&) Cuevneni (/) wlLw Semssnern

External Audit is done by .

{(a) Company Secretary (b} Cost Accountant

{c] Manager (d} Chartered Accountant

Cewemert erenueur Udleysener Seualldg, Sysmasar UFLIHDW WHHLW
2igeuesgilen aupssoner Geusmaaganar 19m BLGHSSTS Q& Ueul eTemy
SsIHAD Faplul Hererg).

(<21) bl (<2) < Feve Gumi(h

(@) Gluem@udler (rr) GleulieoLm

“Secretary is a person who handles correspondence, keeps records and does
general clerical work for an individual, organisation etc.” i1s mentioned in

_ dictionary.
{a] English (b} Oxford
{c] Penguine (d) Webster
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@S - I / PART - II

G@olly : gCasab ussy darsserss aloLwalssabn. darm aar 28 -5

S_Lmuors 6flen _wefl&sayb.

Note : Answer any ten questions. Question No. 28 1s compulsory.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

Goeorati erefmueuiT Wi ?

Who i1s a Manager ?

weflg 2 pey Hlmen — efleTdEs.
Explain the Human Relation Skills.

HLOHger — euenywmdbsayLb.

Define planning.

Crraastiser — Sm @olly euenrs.

Write short notes on “objectives”.

Lenfl LR eranmrd eramen ?

What is division of Labour ?

DIEOUL GUENTULLD GTeMmT6) GTEITEr ?

What is an Organizational chart ?

QL Slle eraTLigen GLmmeT eremer ?
What is meant by DECIDERE ?

s a&Ty eliLenL LIl eTeNmmTe) GTeme ?

What is meant by Delegation ?

satwmt Gewarearilar Gewsailen (Geienaser) @uicLsenar eT(1pg)s.

Write the nature of work carried out by the Private Secretary.

CuaGpradl dedaid saeid QML eTemmmed erame ?

What is Upward Communication ?
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26. 2assLU(SgIFOle cumssamary ULl igwed(Hs.
List out the types of motivation.

27. Sl ool iquied eranpira ereen ?
What is Budget ?

28. sl Lenem gpmiend Gsmeartens — flm GHUY er(Wps)s.

Write short notes on ‘Principles of Unity of Command’.

LGS - 11 / PART - III
@iy : gCamib pha famssensE o wallsseb. flaim aar 35 -5@
S_Lmuwrs alen _wefl&sab. 5x5=25
Note : Answer any five questions. Question No. 35 is compulsory.
29. flieudlgasEw, CoararawsE = amer CaupurHEeneT eTpSaLD.

Write the differences between Administration and Management.

30. Guanaramw Heawsmer SglumLwnss barar® S (gl cumassamar
ellemé 5.

Explain the types of planning on the basis of levels of management.

31. @wlben paTennsameT 6HleTEEs.

Describe the merits of an Organisation.

32. gupmdlanemgsedlen Ligseaner (DS 5.

Write the steps for effective Co-ordination.

33. ArGgew SigLuamLuiley genmullwed eTenmrsd cTamem ? A& BHETOSET WMHIILD
EOEMET CT(LPSIS.

What is Departmentation by Territory ? Write its advantages and disadvantages.

34. wnevCansiler sanmuiug Hngeaamgfa cafluflar Cgemeu ailamssamart
LU igwedl (Hs.

Enlist the Hierarchy of employees’ needs in an organization, according to Maslow.

35. Qsmeveugeuran goeais QgrLmier pamenoger WHHIDL Sensamert LD elearsEes.

Explain about advantages and disadvantages of Verbal Communication.
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U@ - IV / PART - IV

@MY : Semensg elanssErsEd elan waldse. 2x10=20

Note : Answer all the questions.

36. (=) CGuaramenwuler epermy Hlanavaer LnHDluyb eubiler Leanflganermuyb eileréEs.

37.

VRN
{<=) Srwrand Aewigelen LLGa euamsseer allficurs efleufssab.

{a) Explain the levels of Management with their functions.
OR

(b) Discuss in detail the various types of decision making.

(=) GCopurreseuuler Glamdarassamens Fadl, Cwmurieneuw meTiler @ emrh&amer
efeufl &sa .

9| 606V
(<2} sFeua GgmmYen penepingener afloullsse)w.

{a) State the Principles of Supervision and describe the qualities of a supervisor.
OR

{(b] Explain the benefits of Communication,

-00o0-
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