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candidates are required to give rheir answers in their own words o, ,u. orfiIlii
Question Paper is divided into Three parts _A, B & C
Part-A is compulsory.
Part- B contains SfX questions out of which FoLrR questions are to be answered.Part- c contains FrvE questions out of which THREE questions are to be answered.

Ql.)

Q2.)

i.

ii.

iii.

iv.

AII questions are compulsory,- 
I&

i. List out the various types of Communication.
ii. what do you mean by Non-verbar communication
iii. List out the barriers to effective listening.
iv. What are the different kinds of Meetings.
v. What do yoti mean by Circular & Notice,
vi. . What are the characteristics of a good business repoft.
vii. What are the principles of effective public speaking,/

* viii. Explain the process of communication.

ix. What are the various kinds of Letters?
x' what are the guiderines foe effective Terephonic communication

Answer any Four questions 
PART B

"Communication is a two-way process.,, Explain
what do you understand by Reporl, Exprain the crifferent types .f.*e prrrs.
"There may be various kinds of hurcJres in rhe way of effecriv,c .r,tmmuniculir,t.,
"A good speaker must be a good listener.,, Explain
Draft a Letter of resignation, to be submitted to the HR head
into.

vi' "Ll/ritten communication has various benefirs over oral communicarion.,,
examples.

of the organization
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PART C (3X10=30)

Answer anY Three questions

o3.) you are Asst. Manas:'L:: Accounts ?'p1T'i::;i,i'iiJfiiii!S::':#l.:I;19::
cu-stomer XYZ Auto'Lii i' rut' in payinu invoices (invotce

with a statement "r,#rr*.oy r:r^rl.iE " 
fi,i rJ ,r,. rurt'iii ;;";hr: write a reuer to vour customel

*1--'x;"::":"#ffi 1',["i*:"]"*ri:i"H::'iiJl"utri:?#1'',#3*"'TiH:
,o\.* Delhi' o" ?t"ti,i"f tht t'n" Airport' you were' t"t#ffiJ;f ;;"ty'
technical reasons. write a letter to .ont"*'*thorities claiming refund of money

e5.) Draft your curriculum vitae, for applying for a job' 
s\()r(

06.)Youreadanadvertisementinthenewspaper-.fheTimestlilndia,ab()utVa()artc\tll
M-anager, at Big;t;;ilPu" Jurn'iltdpur' Write a Job lctter 

' rl ' ,'

Q7 ) HffiJ[,Hi;:,;::,::tlf,f."i:'"-J;J:[ 
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