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Time: 2%2Hours] [Max. Marks: 50
I nstructions to the candidates:

1) All questions are compulsory.

2) Figures to the right indicates full marks.

Q1) A) Fillintheblanks(Any 5) : 5]

1)  Inthecommunication process, Isthe mediathrough which
amessage is conveyed.

ad Feedback
b) Channé
c) Noise

1)) of business letter contains the name and address of the
organization, Email Address, Telephone Number, Fax Number etc.

a) - Reference
b). Heading
C) Subject

i) The person who asks questionsto the candidate during theinterview
Is known as

a Interviewee
b) Interviewer

c) Student

V) Is the short form for Biographical data.
d Resume
b) Bio-data

c) Curriculum Vitae

P.T.O.



v) Conveying a message in spoken form is known as
communication.

a Ord
b) Written
c) NonVerba

vi) Your’'sfaithfully isthe example of
a Complimentary Close

b) Sautation
c) Heading
B) Matchthefollowing [9]
1)  Mechanical Barriers a Principleof Effective Communication
i) Clarity b) -~ Discussion among agroup of people
i) Inside Address C) Ability tocompletetask withintime
Iv) Group Discussion d) Name and Address of Receiver of

L etter

v) TimeManagementSkills €@ Defects in devices used for
communication

Q2) Write Short Notes(Any 2) : [10]
ad Importance of Communication.
b) Physical Appearance of Business L etter.
c) Problem Solving Skills
d) Elementsof Curriculum Vitae

Q3) @ ExplaintheBarriersof Communication. [8]
b) . Explain the Layout or structure of Business L etter. [7]
Q4) @ Explain meaning and importance of Listening. [8]
b) Draft Job Application Letter for the post of Accountant to Atharva
Chemicals Ltd, 124, Sadashiv Peth, Pune. [7]
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