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Instructions to the candidates :

1) All questions are compulsory.

2) Figuresto theright indicate full marks.

Q1) A) Fill intheBlanks(Any 5): [9]

I)  Facia expression is the example of communication.
a Ord
b) Written
c) Non-verba

i) Inbusiness letter, Iswritten after the letter is closed.
d Heading
b) Post Script
C)  Subject

Iif) Is act of taking conscious control over the amount of
time spent on specific activities.
a Etiquettes

b) TimeManagement
c) Problemsolving

Iv) Theword communicationisderived fromtheLatinterm‘communis
which means

ad Common
b) Community

c) Message

PT.O.



v) Full form of CV is
ad Complex Vitae
b) CurriculumVitae
c) CircularVitae
Vi) IS written when someone needs a job.
ad Complaintletter
b) Collection Letter
c) JobApplication Letter

B) Match the following : [9]
) Stateof Hedlth a Physca Appearanceof Busness
|etter
i)  Grapevine b)  Educational Information
i)  Resume c) Physica Barriers
Iv) Oral Presentation d) Informa Communication
V) Size, Margin and paper e Shorttalk
Q2) Write Short Notes (Any 2) : [10]
a Forma Communication.
b) Importance of Business L etter.
c) Problem solvingskills.
d) Elementsof Biodata
Q3) @ DefineCommunication. Explainimportance of communication. [8]
b)  Explainthe Essential Qualities of Good Business L etter. [7]
Q4) a  Explainvarioustypesof Interviews. [8]
b) Draft an Application letter for the post of Finance Manager to Samsung

IndiaLtd, Delhi inresponseto an Advertisement in‘ The Timesof India’.
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