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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]

1)  Incommunication process, isthe mediathrough which
amessage is conveyed.
a Feedback b) Channd
c) Noise

2) of businessletter contains the name and address of
organization, Email Address, Telephone Number, Fax Number etc.
d Reference b) Heading
c) Subject

3) Conversation, speeches, oral presentations, dialogues and group
discussions are-the types of

a _.Speaking b) Writing
c) Notes
4) Is the short form for Biographical data.
ad ' Resume b) Bio-data
c) CurriculumVitae
5) " ‘Closed mind’ isincluded in barrier to communication.
a Psychologica b) Linguistic
c) Mechanicd
6) An interview isakind of Grievance interview.
a Exit b) Entrance

c) Promotion
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B) Match the following :

1)
2)
3)
4)

5)

Mechanical Barriers
Feedback
Inside Address

Diagona Communication

Time Management Skills

b)
c)

d)

€)

[5]
Process of Communication
Lineand Staff Communication
Ability to completetask within
time
Name and Address of Receiver
of Letter

Defects in devices used for
communication

Q2) Write Short Notes (Any 2) : [10]
a Non-Verba Communication.
b) Physical Appearance of Business Letter.
c) EffectiveListening.
d) Elementsof CurriculumVitae
Q3) @ Explainthe Principlesof Effective Communication. [8]
b) Explainthe Layout or structure of Business L etter. [7]
Q4) @ Explain Do's and Don'ts of Group Discussion. [8]
b) Draft Job Application Letter for the post of Finance Manager to Varad
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