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B.A./B.Sc./B.Com./B.B.M./B.C.A. DEGREE
EXAMINATION, JULY 2021.

First Year : First Semester
Part I : Skill Development
Paper I — OFFICE SECRETARYSHIP
Time : Three hours Maximum : 50 marks
SECTION A — (4 x 5 = 20 marks)

Answer any FOUR questions.
Each question carries 5 marks.

1. What do you mean by organisation structure?
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9. . Write the scope of office secretaryship.
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3.  Write the role of an office secretary.
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4. Write a short note on Flow Chart.
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Write any five uses of filing.
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Write a short notes on Circular.
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Write the purpose of preparation of minutes of
meetings.
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Write the points to be consider in the preparation
of Notes. '
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SECTION B — (3 x 10 = 30 marks)
Answer any THREE questions.
Each question carries 10 marks.

Write a detailed note on types of offices.
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10.

11.

12.

13.

Write the duties and responsibilities of an office
secretary.
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Write the need of coordinating different wings of
an office.
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Explain the importance of maintaining public
relations.
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“What is agenda and explain the role of agenda in

meetings?
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