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Part III — Vocational Subjects

(Commerce and Business Area)

SV 6U6VS Gweonsvstemd / OFFICE MANAGEMENT

(W0 wHmID midle eyl / Tamil & English Versions )

Gy : 3 wewfl | [ Qurss wHhbuamser : 200
Time Allowed : 3 Hours | [ Maximum Marks : 200
Sfleyemraet : (1) Smarsg odarmss@pn slurs LSHeurd o erersm 6rermLisenar

sflurTggs Qametereyd. &&HLILS iR GampulmiiGer, amnd
sagrentuTerflb o L amnquirss Ggflelésseab.

2 fob deg smluy awullaer LLHGCL 6rWEe6uSDHEGLD
<2l35Camg (HeugsH@D Lweml(hds Colamm(hbd. LLBISET euenFelsnE
Quendled LiwiemI(HGSeyLD.
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.

U@ - 1/ PART -1
GSDILIL : DSBS NaTEEEREGD elenl 6T(LPHis.
Note : Answer all the questions.

L (A Ger@ssiuul L mremE edlenLgafle Wsa|b ghLamLw allenLulener
CsimbAshss GMULGLer el ulmeanyd Coirgg er(psgs. 15x1=15

Choose the most suitable answer from the given four alternatives and write the
option code and the corresponding answer.
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Ligeiksafler o LCWTSgSsme QuibSHrowwrss, surfgsd wHmib
B&TSSHID LS emi @ Lpenm WmGLb.

(<=1) pefar sianiEpon

(<) pepUUBSSUILLL. AEIGLPOD
() 2@arsEL AaIGeon

(F) (PEODWTET SIgmIGWPaD

The new approach which deals with the mechanisation of use, preparation
and movement of form is known as approach.

(@) Modern Approach
(b) Systems Approach
(c) Creative Approach

(d) Formal Approach

Y UDSSI T PPOWTS S&HeUD QT penmaer
veolumhssl U@ Slearmer.
(=) CoaGpradls Qaoaib gaeuew CgmLiy
(=) ECHIEH aumb ssaud CFTLiy
(@) CoalCprafls Qaded wHmb SPEHTES U@L SH6u
Qg mLiy]
() @dlev ergibldveney
Through the office, channels of communication are fostered.
(@) Upward Communication
(b) Downward Communication
() Upward and Downward Communication
(d) None of the above
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QeaGrrdlrme .4 eremmmed LIL_BIGET erarlii(hiD.
() 2 MBS (<) Caml (s
(@) seupmen (FF) &S’
The term xerography means pictures.
(@) Dry (b) Grid
(c) Faulty (d) Printed

SIeUes QFLOUT(HSET QUBSTDWIDTEGD (Lplg e SHener [HlTewTudss
Siglineule uffalssliu. Geuem@Hib.

(<=1) Qummer (=) ewaGuw(h

(@) CFevaey () yeysamer CUTMISSS

The decision to mechanise office operations should be determined by
considerations.

(a) Material (b) - Manual

(c) Cost (d)  Result-oriented

Slqanorer @)L euenbliL| Bl&DReSHERSE ThHE HNSLIET 2 LISTaTSans
Cablls(H&s Couamm(hid ?

(=) BTHS |L_enL_geT (<) senflall grihs elgeiamboLiL
(@) s eyl () Uermevigd rdlflser

What is most likely tool of choice for more complex layout projects ?
(a) Magnetic boards (b) Computer-Aided design

(c) Cutouts (d) Plastic models

R(H DAYIWSD @)L Gdlem el eredeurn @mEHe CouammHid ?

(S) FHITLD (<},) QF6ucusLDd

(@) & el (FF) uhFlevr el
Which is the ideal shape of Office Accommodation ?

(a) Square (b) Rectangular

(c) I-shaped (d) Horizontal
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4
LeCGaum Liqeukisafier Frrer efllliygE erg Coamen ?
(=) ugeusds sHuurd (<) UlgEl GllgelenLDLIL
(@) ugeus CQsrELLsET (FF) @eummléd ergla|ldvene
What is required to ensure regular supply of various forms ?

(@) Forms Control (b) Forms Designing

(c) Form sets (d) None of the above

ererlgl Qorgss CSTeTIpSHe <y GL.
(1) evwwé QsTeTpsed
(<) slovwd CameTpged
() QremGw
() Qouphled ergiayd Glévewe

means buying in bulk.

a) Centralised purchasing

(
(b) Decentralised purchasing
(c) Both

(

d) None of the above

Blenaw, LGS < euammisaer LFTflggse wHmID
Caemeullebars STTeUELTET 2eUeRTBRIGMET BHEGS0 <A@LD.

(1) UTEHSTS G LD (<) 2 (HEUTEE LD
(@) Bs@w () By
The stage deals with preserving valuable documents and doing

away with unnecessary expired documents.
(a) Storage (b) Creation
(c) Disposal (d) Retrieval
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WPlga| r(ha@hGLTg) sellTsslLL. Geuanr(Hb.
(=) slLperps Coenauger
(<) CaryemLw $&e10&6T
(@) wrmu@b THwe @pbHland
(r) Wésse LHmID o emEpamia
should be avoided when taking decisions.
a) Statutory requirements
b) Relevant facts

c¢) Changing political scenario

d) Guess work and intuition

R sgssder ewsCuriul u@gd TATMID LS
UL DG

(=) ugedll Quwir (<=},) LITTen6L 6T 68T

(@) 2ugsmy (g6 (FF) euemTd&Heenly

The subscription of a letter is also called the

(@) Designation (b) Reference number

(c) Complimentary close (d) Salutation

epumis Crr(HaamerGur jeeg I LILIETeT 2,6 eamThigamerGuim
ELPEULDITS <{EW)LILIGOTLD.

(1) sTUL SiEpse (<=4,) Slepsed LienTalenl

(@) iEpFd <y ememnT () wHly QFQS55555 i@EhFe
The currency notes or valuable documents can be sent by

(@) Insured post (b) Money order

(c) Postal order (d) Value payable post
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santiaflenit 2 (HeuTd@Eh @I LTEBIGSmeT gemfleotuder

eTaM SHEMLP&SLILI(HILD.

(=1) QuerGummer (<) Sevrwisbd

(@) euerClummer () wsSwE QeuersEh UGS

The physical components that make up the computer system forms the

(a) Software (b)  Monitor
(c) Hardware (d) C.P.U.
auamauiled QFiglger augailer SlenLs&mg).

(1) 5 Gemanriiy

(<) Bayany

(@) WBeyeny wmrié Gmfl

(FF) eueeLIL&GSLD

Information on web is made available in the form of
a) Hyperlink

b) Hypertext

(
(
(c) Hypertext Markup Language
(

d) Web Page

a@@ Couamauler gL L Lb Henguiler @\(m&E Couamm(HLd.
(1) PATUSSLD (<) QaTudsHD

(@) Gute (%) &Gy

The flow of work should be in a direction.

(a) Forward (b) Backward

(¢) Upward (d) Downward
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@fl® aurisamssaiiedr allenLwefEse, . 15x1=15

Answer in a word or two.

16.

17.

18.

19.

20.

21.

22.

23.

L auensWmes GLeramend LiamwlSeT wrenel ?

What are the various management functions ? List them.

@Quipdlrowirs@seiler @ CrrEsnIGmen 6T(LpSIs.

Write any two objects of mechanisation.

Si@ieues @ S OSe&@ wnGlLwm eremer ?

What is the other term for office space planning ?

Seles eafllie o drer rCaand @pewr(h o wiwrer Clguwie
TOMOSMTE GO HS.

List any two important areas of office supply.

UGsEF &LLEITE () LssaE &L Lsyrdlufen wmGuwm eremer ?

What is the other name for "Page or Book Index" ?

RPBISTET LSley LMgsTES6ler wmGlLwT eremer ?

What is the orderly maintenance of records otherwise known as ?

umdlers Carinde Csriyser urrofssliuBbn WSl euensser
wrened ?

What are the main types of files maintained under horizontal filing ?

2 GTal(HD DjEh&e LIFHCaul (H&@ wmbluwm wrg ?

What is the other name for Inward Mail Register ?
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24.

25.

26.

27.

28.

29.

30.
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@m lurury sys5s5ms T Curg CsHuyLer oo
Couemriquig erg ?

What should always be mentioned along with the date, when writing a
business letter ?

Lwenmerflen Coameus@pd@l Cummasomear Hlspgsl Blredler Gluwim
g ?

Name the program written to suit the needs of the user.

@l usssSler wmbluwr ereme ?

What is the other name for Home Page ?

gl L& eleirsens sl&am@Ehuims wrhmib Werearand &(medluder

QuwIT eresTem ?

Name the electronic device that converts digital data from computers into
signal.

e Srmer Golenad gL LGH6) 6Tgl STOSTOSBIZEMETLILD, HeUNIGEETLLD
GH&EDs ?

What minimizes delay and error in the smooth flow of work ?

QPals asCuBsmer 2 (hauTds erlUTameam 2 (HeUTsHd
Ceuemr(Hd ?

Which style should be used in drafting the office manuals ?

Slleues Cametant CobUBSS T8 2 Fe|Flng ?

Which helps in improving the service rendered by the office ?
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u@d) - 11/ PART - II
sTemeCIEnID LIS NleamésEné@ L (Hb @alCeuramn@GD Dhgl eufsEnseE
&rwe efen_weflldseyld. 10x4=40
Answer any ten of the following questions not exceeding five lines each.

31. LIQGUMSEIITET IS BISEMET LI Iq U160l (Hs.
List the different types of offices.

32, ©epFed aflevened LSuyd Qurmudier LiwieTgEeT wreneu ?
Write the uses of Franking Machine.

33. SIQIGUDSL LIIqeULIGET GTETMT6E) 6TEITE ?
What is an "Office Form" ?

34. Camilbieé GCummer wirg ?
What do you mean by filing ?

35. Qumpereurtl NGz eremuger QLITHET wing ?

What is meant by subject-wise classification ?

36. 2 ulQmssF LTS erenn LIsSHO\mBE B erener Lflbg Camerdlmmi ?
What do you understand by the term "Vowel Indexing" ?

37. ‘Mem GO eped Mbg COsrarelg) wrg ?
What do you understand by "Post Script" ?

38.  Gua QLIM(BET GTETHTEL GTaoTeT ?
What is Hardware ?

39.. @eenr @eeantlildhsrer Coameugser wrenel ?

What are the requirements for connecting to the internet ?

40. ‘cueve CwGeomg UMM Sm GO euanTs.

Write a note on web browser.
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41. ‘FWPsTW aueme @eeanrid’ umdl Sm @GHlLL euamrs.
Write a short note on Social Networking.

42. GeuaneGWITl L b cTIMITE 6T6Te ?
What is Flow of work ?

LU@&S - 11/ PART - III
III. aemauCuend mHG NarssErdE LLHD M UsSESHDEG WsTO®
e wel&seyLd. 5x10=50

Answer any five of the following questions not exceeding one page each.

43. Qupdlriiuhssler CrréEsmser wWrenel ?

Explain the objects of mechanisation.

4. QMM SPeIRSSIHL FEgsdlen 1NATESHenemenil 66T @Hs.

Describe the problem of noise in an office.

45. uUgeumIsaTen CHTESHBIGZET WTEne ?

What are the purposes of Forms ?

46. QsmEsHs Carly erermme eremar ? @ Wpenmuier BHerenD&6rT,
GOUT(H&EEET 6T(LHGIS.

What is vertical Filing ? Bring out the merits and demerits of this method.

47. e QEwer ,ausna@ Casmauliu(b @GS &6 wWrene ?

What are the qualifications required to become a secretary ?

48. Qwer Qummefler euensser wWreneu ?

Explain the types of software.

49. saflsmswureryrs wreny HWBEEOTD ? UL &L LD&ET
wrened ?

Who can be appointed as an Auditor ? What are his duties ?
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L@&d! - IV/PART - IV
sTemeuCuignd BIesE TS @EREE WL APETN LSSHSEHEE O&Tg
ellenLweflsseb. Coeameuwrer @L miseafler LILLD auenFIa|D. 4x20=80
Answer any four questions not exceeding three pages each. Draw diagrams wherever
required.
50. @@ <ielods Coorerflar LamilsEhb sLamwEERD eartCnrH eerm
GevanbasTEb. edifleurs eflersse]wb.

The functions and duties of an Office Manager go hand in hand. Explain in
detail.

51. seaflu@Qurflsefier Lanflser, peranoger wHMD Sawasamer allflours alers
FH&LD.

Bring out in detail the functions, advantages and disadvantages of computers.

52. SnbHs SiQeussSlen Betenn, SSET wrenel ?
Describe the advantages and disadvantages of Open Office.

53.  Sleuas 6r(lpgl CummLser Cammblshludle Geminm GCeeriqul smyemnfl-
saner ellensEs.

Explain the factors to be considered for selecting stationery.

54. @ cuallsssigssSlear aulgeuamoliL|lt updl ellfleurs aflerédse,b.

Explain the structure of a Business Letter.

55. waaer Ggriy Goemrerfler LoCam Laser LHMID LeTLS6ET LD
dleatfl&gse .

Explain the various functions and qualities of a Public Relations Manager.
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