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Part III — Vocational Subjects
2ieVI6u6vs Guevremremow|n Glewedlwieyn
OFFICE MANAGEMENT AND SECRETARYSHIP

(50 wHmd phdle aifl / Tamil & English Version )

&rey werey : 3.00 wenfl Cryw | [ Qwngg wdGuamaer : 90
Time Allowed : 3.00 Hours ] [ Maximum Marks : 90

Sidleyemyasn : (1)  emeangg eflenmdas@pn efluns udeundl 2 dergn erenugaen el Liridgd

daremereyd. FatIudlelle) Geamuilmillen, sienns samsreartlLumerilL b
o | angings Gshelssab.

(2) Beow Hdegy &mUY ooulaer wLHCEWL  esUSHED
g &CargHeusnEhd vwamu@BsSs Couanm(Bi. UL MG uamTeUsD(s
Guandle LwearRSsa)0.

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.

@S - 1/ PART -1

@OlLY : (i) Semengg NlamssErs@h claweallssayb. 15x1=15
(i) Qarhssuul Hearer mremE wrnm &SlenLsafler Wasad gHyeL L
cllem_aowis GCaMbelEResIE GMuSL_ B el ullenan b Gaiga eT(psaib.
Note: (i) Answer all the questions.

(i) Choose the most appropriate answer from the given four allernatives and write

the aption code and the corresponding answer.
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Bmw s Leowbgyerer srelluilmgamer Hirlyeug) S GLWD.
{(21) s_(HUu(phsse (<) viemilwbidse
(@) @(phIBENDSHSHED () @uisEse

involves the process of filling positions in the organization structure.
(a) Controlling (b) Staffing
(c) Organizing (d) Directing

blenay Guoeramrenwullen, eslwirumygdlss Carerensser o (heurssLuBEDg).
(<21) GooL (<) God (@) Cemgsgrar  (m) &
In level management, major policies of the business are framed.
(a) Middie (b) Top (¢} Perpendicular (d) Lower
s darrsdlen g LGH Wl HGWD aULPRISILHSME).
(<4) Goeumer it g e, (<) S1pUs vewfluwireriaen s,
(@) =dlertlsenss () Coadsrisenss
Only a part of authority is delegated to
(a) Managers (b) Subordinates
(¢} Officers {(d) Superiors

Qegugsiu’ L euffl ypeniis smaposda Cordsiu_Herearens o pdl Aelieug Hipw

Qawieomerilen &L_enLOWIMELD.

(<21) Ldlyrisiomen (<) U L Uuguires
(@) eolldle (/) Gurgeumer
It is duty of Company Secretary to confirm the tax deducted is deposited to the

Government Treasury.

(a) Public (b) Statutory
(c) Specific (d) General

gl b Wdgrirurss swrflssiur. Geuamgw W& Wps&dlu yeuemrd &l L
N 11

(=) Sl {<=) <sidladiiy (@) @l Leuenamr () iMléens

The most essential document needed to be prepared in connection with meeting is

(a) Programme (b) Naotice (c) Schedule (d) Report

https://www.tamilnaduboard.com


https://www.tamilnaduboard.com/

3 7492

@UUBSWL, YflhgerTTey qUUBSW, 6llgeunlseT CUmammens _
(D) <260 60T GG 6T

(<) wHULYLOEE gy euemmigeT /Udle|sar

(@) vdleysman

() penmurer L& e seT

Agreement, Memorandum of Understanding, Formats etc., are

a) Documents

b} Valuable Documents/Records

(
(
(¢} Records
(d) Proper Records

@ Cargden Cametpsd, elnueen, Cawwrann, svdlgrly, ugrwiliy Curer
FoHeULGEEmeT BMhg Glamarer 2 oy Glwemdummer :

(<) Breyssen Glwenblummer

(=) Glargg Cuenamenn ClnearblLimmer

(@) semsdluied CQwantlummer

{rr) Glumrg Glwerklummer

The software which is used to know about the details of purchase, sale, depreciation, scrap
and maintenance of assets is called :

(a) Database Software

(b) Asset Management Software

(¢) Accounting Software
(d) General Software

SiQees tewuerert _ opsa|d HewduiEpr.

{=1) Preurssdlen <=,Camrssm (<=) Blfeuns 2 gailwmeri
(@) Csm_iy flsril () Copamblu oemengsib
The Office Secretary also acts as

(a) Advisor to the Management (b)  Administrative Assistant
(c) Liaison Officer (d) All of the above
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9.  &pu uetlurerflLBl®EiEg Cuadlsrflae deawd Qsdgb wense
SHeUE DT eramm Cluw,

(=) Slepol_L (<=,) EPCHraSw
(@) CuwaCrrssi (F) udseurl ()
communication flows from the Subordinates to the Superiors.
(a) Lateral (b) Downward
(¢) Upward (d) Sideward

10. “galleurm Huyeampbd shser erdiuriiyseamer Bmb (pgesmer o (Heurss
Wb, - Qeusiarsassdnsrar sflurar srrentlenw saT{H LY &Hee6b.
(=) wengm & (<) BOAGmS
(@) urpuleslerdl dewaubsed () Spew
“Every Professional could produce their results that exceed their expectations”.

Find out the correct factor for this explanation.

(a) Conscientiousness (b) Confidence
(¢) Act Impartially (d) Competence
1. _ eranugy eumi@wmdl, o L@ Sy Gar fHurs GerBenwliuBsagea
AL,
(1) safipui gemmsee () SIYauas gaypisse
(&) selluulL geanynsse () wenflule gamymisee
can be verbal, physical or racial bullying,
(a) Individual harassment (b} Office harassment
(c) Personal harassment (d) Workplace harassment
12, eilemeuey eramugy S(D0G| 62(h SEHCUEISE TS CgLam@Ld.
{=1) sewt(H Gy (<=y,) Caeredl (@) Slrégena () vl
A query is a or the search for a piece of information.
(a) Find (b) Question (c) Problem (d) Answer
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13. galeaurm Lsrguligid Curgorer <erey . Qumrllaer @@mUy
ameussuUL. Ceuam(HLD.
(1) saflioy (<) Woauseil
(&) &mblprélafl wmbs () rorgdlepyaen
Each kit should be stocked with a sufficient quantity of materials.
(a) Ointment (b)  First-Aid
{c) Anti-septic (d) Tablets

14. psSlwSseend LTESTUILIS)
(1) Bimeuarsdlen Hlar wdliy («2,) Bimeuenddlar aruib
(@) Bneuangglen BHGLWT () Blmeuengglen Glaceud

Confidentially protects

(a) Net Worth of the company (b)  Profit of the company

(c) Reputation of the company (d) Wealth of the company
15. Blmeuangg e Lenfl 2 meneu HlHM&Emg.

(=) ufibgeny (<=p) 2o o Gy

(@) @ifludule eul L (FF) Qeuafl oy, Carliy

increases the work relationship with the organisation.
{a) Recommendation (b} Internal sources of Recruitment

{c) Known circle (d) External Recruitment

u@d) - 11/ PART - I1
GOl : gCaeyb ugs alarssEpsE lmwelldsayb. eflarm aram 28 -&@
s_Lnwwns eflenwefléseb. 10x3=30

Note : Answer any ten questions. Question No. 28 is Compulsory.
16. Gueramenwulilen epemm Hleneaer erenar 7

What are the three levels of Management ?
17.  uewflgmt Lullndl undl erpss.

Write about ‘On the job training’.
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18. Gewareti — cuenyellovssemiy H(Hs.

Define the term - Secretary.

19. greiflensd Cardrens erenmmes creven ?

What is the Scalar principle ?

20. Hlawsdls goluy undl FHESLTS eT(LHSIS.

Write briefly about Minutes.

21.  QweanQurgmer erenpme eremen ?

What do you mean by Software ?

22.  s&eue QT eremmmed eTemen ?

What is Communication ?

23.  auflsr (Hged eremmned aremen ?

What is meant by Mentoring ?

24. ssale GsTLiy sanLser gGosayb pparlener UL g wWedl(Hs.

List out any three barriers to Communication.

25. uenfllL Zerumdse Lnbl GhluL Tipss.

Write a note on workplace harassment.

26. o flnF granblap eremmmed ereveam ?

What is Licence Certification ?

27.  uenfllLb erarmmed ereman ?

What is meant b:,f workplace ?
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siblsemsuiler psfw L@dews unidl erpgs.

Write about "The body of the report’.

LS - 11 / PART - 111
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@iy : gCaabd mpg lamsas@nse el wealssed. alamr aan 35 -&@

L Mg eSlenweilasain.

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

29,

30.

31.

32.

33.

34,

35.

5x5=25

@LWUURSSISSEGL, UTURTEEGSEGD e arer Geupur(pser wrensd ?

What are the differences between Centralization and Decentralization ?

Hmw Cewerameny HlwllEEn euldpenmser ereme ?

What are the processes for appointment of the Company Secretary ?

QuUail&hd Sal LD GTEDHITE TG ? DBE CUMNGHENET 6T (LHHIS.

What is business meeting ? Write its types.

L@Uﬂuﬂ]l_‘&;é]é.) LILIGIIETET SH&HEU0 Qg,m_l'nﬁlém BEITEN D& EDEN T (LDGIS.

Write the advantages of effective communication in the workplace.

sflurigged wHmD Slmssse Hwuapenn GCoamuBHisgs.

Differentiate between Proof Reading and Editing.

2 Lepalb whpb urgsrider seudluganss GHlulhs.

State the need for Health and Safety.

Bevw Lulmd Sl gdlen asdureudluniseaner GHludGHs.

Mention the essentials of Good Training Programme.
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LGSl - IV / PART - 1V
GOy : Siemensg elamasErd@n eflaplwal&Esa|. 2x10=20
Note : Answer all the questions.
36, (1) @glumL wsesesll uligeanw ubdl ellens@s.
D{6VEVG
{<=p,) Bimw Qawererflen 2 fanwadr wHmb sLewsmear efleuflgse .
(a) Explain about the basic First Aid Kit.
OR
(b) Explain the rights and duties of the Company Secretary.

37. (=) ungeriy Bmésear unBl Selli erean yfitg Qerardldrsear ? wigean LOGauny
STESEISET eTesien ?
NGV

(=) S emanrd@d smeilsallear aumasmar efleuflssaib.

(a) What do you understand about security breaches ? What are its various implications ?
OR

{(b)  Elaborate the types of fire extinguishers.
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