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(a) "Communication is a two-way process exchanging
ideas and information between two humdn beings".
Explain the statement. (8)

(b) Write a note on dinension of Coiumunication.

(7)

OR

(a) Discuss the role of Effective Business
Communication within and outside the orghnization?

(8)

(b) Grapevine is advantageous for. an organization.
Discuss. (7)
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(a) Why is activ6 listening important for intervie\ivs at

workplace? (8)

(b) Briefly state the barriers to active Listening.

(7)

OR

(a) "Eye contact is an important Listening skill". Do

you agree with this statement? Give reasons for
your answer. (8.)

(b) Discuss the techniques that help improving
listening ability. (7)
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(a) HoW would the interviewer conduct

employment interview? Discuss

the

(8)

3.

(b) Discuss the guideiines which would be followed
while making a presentation. (7)

OR

(a) What is group Discussion? Explain its merits and

demerits? (8)

(b) "For participating effectively in a group discussion

requires the right combination of speaking and

listening skills". Ekplain. (7)
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4 (a) Write a Lotter to an old customer from whom

no order has been received for a considerable

time. (7)

(b) Write an application for the post of a Finance

Manager of M/S ABC Enterprises in response to

an advertisement in a Newspaper. (8)

OR

(a) Write a circular to customers announcing the

introduction of a new product which is superior to

competitors' products. (8)

(a) Your department is organizing Inter college

competitions. Make a list of the events and write

the rules for each. Write a report of the same

program. (8)

(b) What are e-mail etiquettes for
communication? Discuss.

effective
(7)

(b) Aro "Biodata", "Resume", and "Curriculum Vitae" ra

synonyms or is there any difference in the terms?

(7)

(a) Draft a letter inviting Director of Higher Education

as the chief guest of the Prize Distribution program

of your organization. (8)

(b) What are the minutes of a meeting? Why are they

6. Explain any three : (5x3)

(a) Verbal and Non-verbal communication

(b) Steirs to active listening skill

(d) Web-conferencing

(e) The purpose of meeting
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