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Instructions for Candidates

.  Write your Roll No. on the top immediately on receipt of this question paper.
2. All questions are compulsory.

3. Answers may be written either in English or Hindi; but the same medium should
be used throughout the paper.
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Section A (@WS-h)
1. (a) Define Communication and discuss the role of communication in context of
business organizations? (7)
(b) Differentiate between different types of communication in an organization? (6)
OR

(a) What are the principles of effective written communication? (7)
(b) Discuss the guidelines for making the art of public speaking effective. (6)
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2. (a) Discuss the various barriers in effective communication. o (6)
(b) Explain 7 C’s of business communication. (6)
OR

(a) Is non-verbal communication as important as verbal communication? Give
reason to support your answer. (6)

(b) Distinguish between oral communication and written communication.  (6)
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Section B (Ws-W)

3. You have seen an advertisement in The Hindustan Times for the job of a marketing
officer in a multinational company. Write a letter in response to the advertisement

and include your resume in it.

OR

As the Personnel Manager, write a circular to all members of the staff not to

entertain guests during office hours. (12)
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4. You work for a designer clothes store with outlets in many major cities. Your
organization wants to help people suffering from the effects of Uttarakhand natural
disaster. Write a notice appealing to your custumers for donations or old clothes

that can be brought to any of your stores.

OR

Draft the notification and agenda of a meeting of the Board of Directors of ABC
Steel Company to take up the following matters:

— Confirmation of minutes

— A proposal for the modernization of the steel plant.

— A proposal to open a branch in Mumbai.

B Resignation of Mr. X. Y. Singh from the Board of Directors. (13)
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Section C (@S )

What role does technology plays in business communication? Discuss any three

ways by which technology is used in an organization.

OR

What is negotiation? Discuss the process and management of negotiation in the
business world. ) (10)
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Write short notes on any 3 of the following:

(i) Paralanguage

(i) Video Conferencing

() Format of emails

(iv) Advertisement as a mean of mass communication

(v) Last resort letters

(vi) Limitations of e-corresposdence (5%x3=15)
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