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Part III — Vocational Subjects

(Commerce and Business Area)

SV|6U6VS Gweonsssremin / OFFICE MANAGEMENT

(s wOmID < mdle euyl / Tamil & English Version )

&Te 2jera] : 2.30 wewtl CHIL ] [ Qrss wHUCuaTgeT : 90

Time Allowed : 2.30 Hours | [ Maximum Marks : 90

Sdlejemraet : (1) Soarsg elarmss@pd slwrs ueurd o dreTsT ereamLSaman
sflurisgs Camerera]b. &Ll GapulmLlller, s
sasrentiiurerilb o | arnquwirgsd Csfelssean.

2) Beob deg sBUY owulomar LILHGCL aWgesDHELD
345G (HeusH@D LweTUhgS Ceuar(hd. LILBISET eUanTeUSD S,
Quendléd LweTL(HSSeLD.

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| - 1/ PART - 1

@Oy : () weuSF AATESEREGD llenl 6T(PGIS. 15x1=15
i) Gasr@ssuul(erer wrHm eleLsalled Wb egHLenL W
devLenws CasrbosBs855 @MU HLear alenLulamaryb Cargg
CT(LPSELD.
Note : (i) Answer all the questions.

(i) Choose the most appropriate answer from the given four alternatives and
write the option code and the corresponding answer.
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1. I SIS uentiuded mFRHUBS .
(=) @pieuaws Couamaude saflal CQsmflonl LsamgL L6 (HSHIn
(<) Bmeuard Qeudurhsamer CFwdLBSS WD
(@) edmpdlarisamer eurGeunmed

() B edleurd

The “Middle Office” deals with

(a) Use of computer technology for office work
(b) Tasks pertaining to operating the company
(c) Welcoming guests
(

d) The financial matters

2.  Qurgsrener (PSS e eTgl QST 2 (haurss 2 Se dlmg ?
(=) 19066 sanflluGlummd
(=) 2 aT856e160 CFTLITL FTHEILD
(@) Wenemam sL L && @Quibdlrmiger
(FF) yemsluL &mellger
What enables contact to be made “at the flick of a switch” ?
(a) Digital computer
b) Inter-communication equipment

(
(c)  Electronic typewriters
(d) Photostat machine

3. 2 sl 5LTED @hFasamer el L LD @ubSrd wrg ?
(=) U Cw@REEL Curm
(<) @ Laimariu(BsEn Guml
(@) <iepsed edldene AFHHLD @uiBSlTLDd
() @paseufl Luyd Cummd
Which machine is used for affixing postage stamps on envelope ?
(a) Duplicating machine
(b) Tabulating machine
(c) Franking machine
(

d) Addressing machine
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S|DICUS LOENETLIENERTLIBIGENETL|LD, FTSETBISMETLD @)\(HESlarn sanrudlL_sdle
SEOLILIG) G LD.

(<) LDENETUIEHERTUIBISENET 6N LDSS 6D

(=) B0 ooLITTLDE

(@) @Lsams 2 LCLTSlSs0

(FF) @LeuenoLiL

The arrangement of office furniture and equipment within the available floor space is
called

(a) Furnishing

(b) Cubicle farms

() Accommodation
(

d) Layout

Sdlsiiugurear Qe Goerarenn Hlaouilgldarer Laflwreriger o 6rer
BIMIDEISET DjeUTHENET 6TMHhIE, WFSHIEleTmert ?

(<=1) Sivps HL dAgieiasd

(=) BW9S0 o oLITTLDE

(@) @er@ECuUlLT S@lelsLd

(F) umrbuflu SQeIesD

Where do the companies with a large number of middle-management level workers
place those workers ?

(@) Open-plan office
(b) Cubicle farms

(c) Incubator office
(d) Traditional office

el AIeUSL Lantls@, epeoliCUTHLSETTS LD ?

(SN) AYIGUOSLI Lilg QIMBISET (=) srélg SemsflliLs smeil
(@) erpgl QummLger () slL&su Qumd

What are the raw materials for office work ?

(a) Office Forms (b) Paper Fasteners

(c) Stationery (d) Typewriters
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7. ugeumgeier Curg Crrésd Qewdsamer erafllgTEH@oug <@ LW0.
(<=1) ey Ll () srundssIse
(@) erpssIt L] (FF) sjereflwe L
The general purpose of a form is to make operations easy.
(a) Analytical (b) Standardisation
(c) Clerical (d) Logical

8. Qamerupge wHmb ehuemer LHCeuHser a?@ésaseﬁo‘rl_@_lg')@eb __________
2 eTeTL&Slwg).

(=) pwar sl (g L mouentd

(<) sl (Hens <, TmiiEs)

(@) elewerls LI igwied

() wewllwmerisefler eramrentl L@l LHGauH
Purchase and sales records include

(a) Insurance policies

(b) Marketing research

(c)  Price list

(d) Record of employee’s attitude

9. g peoew Cariy wpenm &@ 2-mSlwefsHmg.
(1) pevmwiret Hlmieued (=) eraflenio
(@) givadlwbd () Cpsar emendglb
A good filing system ensures .
(a) Systematic organisation (b)  Simplicity
() Accuracy (d) All of the above
10. &L GUNLEIMT eUETHRIGD allfl GTETLIST(GLD.
(1) @asGwriiub (<) QUEITES6 DT
(@) 2u&sTy (Wigey (FF) Semeliy

is a way of greeting the addressee.
(a) Signature (b) Salutation
(c) Complimentary close (d) Heading



11.

12.

13.

14.

@ Gewefler Lewilgate

() saTaTantsse

(<) pOBleraLs Lian]

(@) Bluwand wpgd CarbEsBEse
(rF) Cuopsmm anarsgib

A Secretary’s duties include

(a) Supervision

b) Mediator

(
(c) Appointment and Selection
(d) All of the above

QLGOI LIT(HET LIWETLITL g 60T 6(Th 6L
(<=1) uruurss allfl

(@) sbuerl Uligwe weamend ()
One of the type of application software is
(a) Transmission channel (b)

(c) Pay roll system (d)

1411 (NP)

SLBISlLeTeng).

2AG 0.

(<) uewilleneows GloemelLmmerT

QULPEEID 2 6Ter [Hlaspssl

Workstation software

Customised program

LSHOY urTlbs

MUSHMHEGL BUT D@hFsemer 19w

BUrgeT L LO(mHSID, BlneuamisetO®mhgib Cupe|b SeliLe|bd @uigiLb.

(1) wpaeulll LgssD
(@) Weneram SiepFa (psaulfl

A person with valid
organisation.

(a) Address book

(c) E-mail address

e Ceuaneouldlem gl L b

(<) Cwle

(@) WpeaTu&EsLD

The flow of work should be in a
(a) Upward

(c) Forward

(<) CarryenLw Gamliser
() euflEQameD

can receive mails that are sent by different person and

(b) Attached files
(d) Password

lenguller @Qm&s Couem(Hib.
(<) &Gy

(FF) YeTL&SD
direction.
(b) Downward

(d) Backward
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5. __ wep uamilsmer wsHwuggeusHer iglinenuie wHLISEH
Qg
(<) yeefl pem (=) smrentl @UISLH wperp
(@) srpenp () uell LUGEGD (P
method evaluates jobs on the basis of their importance.
(a) Point (b) Factor comparison
(c) Ranking (d) Job grading

L@ - 11 / PART- 11

asreug Usg Cseareils@Enss@ el welldsa|b. ojeumbdlad edlerm erem 28 -&@)
SHEVTIqLILING 6dlen L6t &6 LD. 10x3=30

Answer any ten of the following questions. Question no. 28 is compulsory.

16. liged o5, Criga wonn Csrg Seurseafler smhmilillg e@alas0D
GUEN UM
In the words of Little field, Rachel and Caruth - Define office.

17. QGrrdlrmud - afers@s.
Explain Xerography.

18. SQieued enwliLg S L SHler BrenE euamsser Wrenel ?
What are the four types of layout ?

19. QIS LIIGEUBISET GTEITMTE 6TE6 ?

What is an office forms ?

20. uges sL(HUUT g6 CHTESBIGET TeneuCLEID <M S([HsS.

Write any six objectives of Forms Control.

21. “2.09QrwsHE FLLETTE” eramm LsSHO(BHG B ereven Lfibg Carardpmi ?
What do you understand by the term “Vowel indexing” ?

22. Guwlepgige cremmme ererer ?

What is endorsement ?



23.

24.

25.

26.

27.

28.

sHpdlsens erliturpg SeflssliL®dng ?

When is a circular issued ?

LOlGITETTEM <(EHFD CTETMTE) GTETE ?
What is E-mail ?

HEDL_(LPEOM GTEITMTED GTETE ?
What is a procedure ?

Uenfl eraflgréssdler pemannger erCoed @)TewT(h 6T(LPSis.

Mention any two advantages of work simplification.

gail BimeuandgTe eFmU(HD HETENLOSET WTenel ?

What are the advantages of Private office ?

A GOlY cuenrs : “WWW”
Worite short notes on “WWW”.

L@&S| - III / PART - III
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Mg Wb NaTssErsa@ alanweil&sa|b. eblearm eranr 35 -&@E) SH6v0TqLILITS
denL_weflGsad.

Answer any five questions. Question no. 35 is Compulsory.

29.

30.

31.

32.

QuIBSITLLIHSS6T BETEPLDSET WTEnel ?
What are the advantages of Mechanisation ?

R(H A eIEGIH FEFEIen rsslenaren ellers@s.

Describe the problem of noise in an office.

QFmIG5816 CaTliL] erammmed cTemen ? @DLPEPMUIGT BETENLDEEET 6T(LHFIS.

What is vertical filing ? Bring out the merits of this method.

@ Cewerrs Geuamrhireame fo s@dser Coamel. Sjemal wWTenel ?

What are the qualifications required to become a Secretary ?

5x5=25
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33. Wenamrams sre|d FWTEESSen HemenLoSeT Wrenel ?
What are the merits of EDP ?

34. Qs asCuBisaier eumssamer afleurl.

Explain the different types of office manuals.

35. ueumsafler euamssmer allfleurs erpgis.

Explain the types of forms.

u@&d - IV / PART - IV

SemenEG NaTTESERSGD ellenl wiafl&sea,b. 2x10=20

Answer all the questions.

36. (1) TBS @@ AmlLb Cuweny wEHb meusgs CsTaT(h el
©amDed @WIkIsG @UILTE), eFer ?
S|V
(=) LigeUEISEET GUlgalamngsalen CaTeatangsamer alleuflEsea]Lb.
(a) “No organisation worth its name can exist without an office”. Explain.
OR
(b)  Describe the principles of form designing.

37. (&) ugQuBSsEL Qubdrhsaier elmasmer 6l6TdH:@s.
S|V
(<) edwliL®ssuul L CariL (peanmenil HeTenlns@hL e 69l6md@s.

(a) Explain the types of copying and duplicating machines.

OR
(b)  Describe the Centralised Filing with its merits.
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