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BHARATHIAR UNIVERSITY COIMBATORE-641046

DIPLOMA IN SECRETARIAL PRACTICE AND OFFICE ADMINISTRATION
Programme Objectives
1. To improve typing and office administration skills. 
2. To provide knowledge of office procedures and record management. 
3. To develop computer and office automation skills. 
4. To improve business communication and interpersonal skills. 
5. To develop practical skills required for office work. 
6. To prepare students for employment and self-employment opportunities. 
Programme Outcomes
1. Perform typing and office tasks efficiently. 
2. Prepare business letters and office documents correctly. 
3. Use computers and office software effectively. 
4. Maintain office records and files systematically. 
5. Communicate professionally in office environments. 
6. Work effectively in offices and business organizations. 

Scope of the Programme
1. Provides opportunities in private and government offices. 
2. Improves typing, computer and office management skills. 
3. Offers practical knowledge in office automation systems. 
4. Useful for business communication and documentation work. 
5. Supports self-employment and office service activities. 
6. Serves as a foundation for higher studies and professional courses. 

Employment Opportunities
1. Typist 
2. Office Assistant 
3. Secretarial Assistant 
4. Computer Operator 
5. Data Entry Operator 
6. Office Administration Assistant





BHARATHIAR UNIVERSITY - COIMBATORE

DIPLOMA IN SECRETARIAL PRACTICE AND OFFICE ADMINISTRATION

(Community College)

(For the candidates admitted from the Academic year 2026-27onwards)

Minimum qualification for admission to Diploma in Secretarial Practice and Office Administration is a pass in Standard X (SSLC).


SCHEME OF EXAMINATIONS

	
S. No
	
Title of the Course
	
Credits
	Maximum Marks

	1
	Mechanism of a Type Machine
	4
	100

	2
	Typing and Office Automation
	4
	100

	3
	Communicative Skills
	4
	100

	4
	Office Management
	4
	100

	5
	Practical I: Basic Type Writing
	4
	100

	6
	Practical II: Business Correspondence and Office Automation
	4
	100

	7
	Practical III: Office Practice and Computer Applications
	4
	100

	8
	Internship / Project
	4
	100

	
	Total
	32
	800
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Question paper Pattern: Theory

Section A:(10x2=20Marks) Answer ALL the questions Section B :(5x6=30Marks)
Answer ALL the questions either(a)or(b)
Section C:(5x10=50)
Answer ALL the questions either(a)or(b)
Duration of examinations for all papers is three hours.
*Minimum Pass Mark: 40Marks
Medium: English




PAPER – I
MECHANISM OF A TYPE MACHINE

	Unit:1
	  History of Typewriter

	History of the Typewriter - Sizes of the Carriage - Main Parts of the Typewriter - Cylinder, Thumb Wheels, Line Spacing and Carriage Return Lever - Line Spacing and Adjusting Lever - Line Space Pawl - Cylinder Ratchet - Detent Roller - Paper Table - Paper Shelf - Paper Guide.

	

	Unit:2
	Different Parts and scales of Computers

	Paper Release Lever - Feed Rollers - Carriage Release Levers - Type Bar - Kinds of Type Heads - Fingering Exercise and Its Words - Type Bar Universal Bar - Type Bar Cushion - Type Guide - Type Basket Segment - Segment Slots - Segment Wise Line Finder - Card Holders - Different Scales - Marginal Stops - Bell Mechanism - Line Lock Plate - Margin Releaser - Tabulator - Tabular Stops.

	

	Unit:3
	Space bar and kinds of ribbons
	

	Setting of Tabular Stops - Ribbon Position Indicator - Shift Key - Shift Lock - Space Bar - Back Spacer - Backspace Pawl - Rubber Feet - Kinds of Ribbons - Method of Renewal of Ribbon.

	

	Unit:4
	Keyboard
	

	Arrangement of Keyboard - Use of Eraser - Main Spring Drawcord - Carriage Tension - Key Tension or Individual Key Tension - Carriage Rack - Pinion Wheel - Escapement Wheel and Dogs Mechanism - Envelope Addressing - Cleaning and Oiling Maintenance - Sitting Posture of a Typist - Correct Sitting Posture - Position - Utility of Correct Sitting Posture - Methods of Typing - Sight Method - Touch Method

	

	Unit:5
	Types of Margins and Paragraphing
	

	Different Types of Papers - Plain Paper - Typing Paper - Ice Paper - Butter Plastic Coated Paper - Ledger Paper - Margin - Top Margin - Bottom Margin - Left Hand Margin - Right Hand Margin - Paragraphing - Numbering - Styles - Classification of Paper - Artistic Paragraph Spacing - Line Spacing - Hyphen - Inverted Commas and Brackets - Period - Single Line and Double Line Spacing.

	

	Reference Books

	1
	Juneja K. L. - New Delhi - Typewriting and Practice - Asian Publishers.

	2
	Pearson Issac Pitman (2003) - Pitman Shorthand Instructor AND Key - Pearson Education.

	3
	Pradeep K. Sinha and Priti Sinha (2004) - Computer Fundamentals - BPB Publications.

	4
	Bhagavan Associates - Speed Builders.

	5
	Bhagavan Associates - New Current Phrase Book.

	



PAPER – II
TYPING AND OFFICE AUTOMATION

	Unit:1
	  Introduction to Carbon

	Uses of Carbon - Copying - Manifolding - Kinds of Carbon - Insertion of Carbon - Removal Insertion - Stencil Cutting - Procedure - Instructions for Cutting - Preserving - Manuscript.

	

	Unit:2
	  Types of Letters

	Types of Letters - Personal Letter - Social Letters - Letters to Editor - Applications - Format of a Letter Application - Types of Business Letter - Complaint Letters - Acknowledgement Letter - Complaint Adjustment Letter.

	

	Unit:3
	  Consideration sheet

	Consideration Sheet - Pagination - Footnote - Postscript - Catchword - Envelope Addressing - American - British Style - Address on Window Envelope - Duplicated and Printed Address.

	

	Unit:4
	  Computer in Office Automation

	Computer in Office Automation: Computer Hardware, Software and OS Fundamentals of Computers - Hardware - Introduction to Operating System - Word Processing (Microsoft Word) - Spreadsheet (Microsoft Excel).

	

	Unit:5
	Business Administration
	

	Introduction to Business Administration - Data Processing (Microsoft Access) - Internet AND AI.

	

	Reference Books

	1
	Juneja K. L. - New Delhi - Typewriting and Practice - Asian Publishers.

	2
	V. Rajaraman (1985) - Fundamentals of Computers - Prentice - Hall of India.

	3
	Alexis Leon, Mathews Leon and Leena Leon (2013) - Introduction to Information Technology - Vijay Nicole Imprints Pvt. Ltd.

	4
	P. K. Sinha and Priti Sinha (2003) - Computer Fundamentals - Sixth Edition - BPB Publications.

	5
	Abraham Silberschatz, Greg Gagne and Peter Baer Galvin (2008) - Operating System Concepts - Publisher: Wiley - 8th Edition.

	



PAPER – III
COMMUNICATIVE SKILLS

	Unit:1
	  Kinds of Sentences and Nouns

	The Sentence - Different Kinds of Sentence - Assertive Sentence, Imperative Sentence, Exclamatory Sentence and Interrogative Sentence - Subject and Predicate - Nouns - Kinds of Nouns - Proper Nouns, Common Nouns, Collective Nouns and Abstract Nouns - Nouns - Gender - Nouns - Number - Pronouns - Conversation Practice.

	

	Unit:2
	 Adjectives and Adverb

	The Adjective - Comparison of Adjectives - Kinds of Adjectives - Adjectives of Quality, Adjective of Quantity, Adjective of Number, Demonstrative Adjective, Distributive Adjective and Interrogative Adjective - Adverb - Different Kinds of Adverbs - Adverb of Time, Adverb of Place, Adverb of Manner, Adverb of Degree, Adverb of Reason and Interrogative Adverb - Conjunction - Preposition - Interjection - Conversation Practice.

	

	Unit:3
	  Active and Passive Voice

	Active and Passive Voice - Articles - The Definite and Indefinite Articles - Reading Practice - The Use of the Present and Past Tense - The Future Tense - Direct and Indirect Speech - Punctuation - Transformation of Sentences - Conversion of Simple Sentence to Compound Sentence - Conversation Practice.

	

	Unit:4
	  Comprehension

	Comprehension - Paragraph Writing - Principles - Writing of Single Paragraphs - Précis Writing - Story Writing - Conversation Practice - Reading Practice - Spelling Practice - Idioms - Essay Writing - Some Characteristics of the Essay - Hints on Writing an Essay.

	

	Unit:5
	  Letter Writing

	Letter Writing - The Form of Letters - Classification of Letters - Social Letters, Friendly Letters, Business Letters, Letters of Application, Official Letters and Letters to Newspapers - Conversation Practice - Telephone Conversation - Making Calls - Answering the Call.

	

	Reference Books

	1
	Krishna Murthy E. and Nagasubramanian M. (1999) - Improve Your Secretarial Skills - New Delhi - S. Chand AND Company Ltd.

	2
	Pearson Thill, John V. and Courtland L. Bovée - Excellence in Business Communication - 10th Edition - Boston - Pearson (2013).

	3
	Sharma, R. C. and Krishna Mohan - Business Correspondence and Report Writing - Third Edition - New Delhi - Tata McGraw - Hill Publishing Company Limited (2007).

	4
	Hasson, Gill - Brilliant Communication Skills - Great Britain - Pearson Education (2012).

	5
	Rajendra Pal and J. S. Korlahalli - Essentials of Business Communication - New Delhi - Sultan Chand AND Sons (2011).

	



PAPER - IV
OFFICE MANAGEMENT

	Unit:1
	  Introduction

	Meaning and Importance of Office Management - Functions of a Modern Office - Office Organization - Meaning and Principles - Relationship of Office with Other Departments.

	

	Unit:2
	  Location and Environment

	Office Accommodation - Layout - Location and Environment - Office Systems, Procedures, Routines and Methods - Physical Work Environment - Office Furniture - Types of Furniture.

	

	Unit:3
	  Work study

	Work Study and Work Measurement - Work Simplification - Records Management - Filing and Indexing - Filing Systems and Methods - Filing Equipment - Job Definition and Description - Job Evaluation and Merit Rating.

	

	Unit:4
	  Communication System

	Communication System in an Office - Handling Inward and Outward Mails - Communicating Media - Office Machines - Selection and Usage - Cyclo - Styling Machine - Duplicating Machines - Franking Machines - Photostat Machine.

	

	Unit:5
	  Office Forms

	Office Forms - Design and Control - Continuous Stationery - Office Cost Control - Office Supervision - Principles of Supervision - Role of Supervision - Methods of Obtaining Data and Recording Procedures.

	

	Reference Books

	1
	Ghosh P. K. (1992) - Business Correspondence and Office Management - New Delhi - Sultan Chand AND Sons.

	2
	Chopra R. K. (1990) - Office Management - New Delhi - Himalaya Publishing House.

	3
	Jain J. N. (2007) - Modern Office Management - New Delhi - Regal Publishing.

	4
	Bhatia R. C. (2019) - Principles of Office Management - Lotus Press - New Delhi.

	5
	Balraj Duggal (2015) - Office Management and Commercial Correspondence - Kitab Mahal.

	



PAPER – V
PRACTICAL - I
BASIC TYPEWRITING

	Ex .No.
	Practical-I

	1.
	Fingering Exercise and Words

	2
	Test and Correction - Capitals and Numbers - Practice

	3
	Alphabet in Order and Reverse - Fingering and Words

	4
	All 4 Fingering Exercises and Words - Practicing All Exercises

	 5.
	Small Paragraphs - Practice

	 6.
	Standard Abbreviation

	 7.
	20 WPM

	8.
	25, 30, 35 WPM








PAPER - VI
PRACTICAL - II
BUSINESS CORRESPONDENCE AND OFFICE AUTOMATION

	Ex.no
	Practical-II

	1.
	Speed 35 WPM

	2.
	Practice of Business Letters and Different Styles

	3.
	Practice of Professional Letter

	4.
	Practice of Government Letters - Abstract, Official Letter, Demi Official Letter

	5.
	Practice of Statement, Balance Sheet, Quotation, Debit and Credit Note, Invoice

	6.
	Revision of II Paper Business Letter and Speed 30 WPM

	7.
	Revision - Full Test and Correction

	8.
	Typing on Carbons - Manuscripts - Invitations - Use of Leader Dots in Tabulation - Duplicating - Stencil

	9.
	Uses of Computer

	10.
	Internet














PAPER - VII
PRACTICAL - III
OFFICE PRACTICE AND COMPUTER APPLICATIONS

	Ex.no
	Practical-III

	1.
	[bookmark: _GoBack]Practice of Typing Alphabets and Its Reverse

	2.
	Practice of Trial Balance

	3.
	Practice of Professional Letter

	4.
	Practice of Government Letters - Abstract, Official Letter, Semi Official Letter

	5.
	Practice of Statement, Profit and Loss A/c and Balance Sheet

	6.
	Revision of II Paper Business Letter and Speed 30 WPM

	7.
	Revision - Full Test and Correction

	8.
	Typing on Carbons - Manuscripts - Invitations - Use of Leader Dots in Tabulation - Duplicating - Stencil

	9.
	Different Components of Computer

	10.
	Internet





PAPER - VIII
INTERNSHIP / PROJECT
Project Guidelines
As part of the curriculum, every student shall undertake a Project Work related to Secretarial Practice and Office Administration. Students are encouraged to visit offices, business organizations, government departments, computer centres, private companies or other organizations related to their field of study.
The students shall identify a suitable real-time project/topic in consultation with the college and faculty members and carry out the work accordingly. The project may involve typing practice, office administration, business correspondence, office automation, computer applications, records management, communication systems or office procedures.
At the completion of the project, the students shall prepare and submit a Project Report containing the following details:
1. Title of the Project 
2. Objectives 
3. College / Organization Details 
4. Methodology / Work Carried Out 
5. Findings
6. Conclusion 
7. Photographs / Supporting Documents
The students shall present their project work during the Viva-Voce examination conducted by the College
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