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Q.1. A.

10.

Instructions: 1) Attempt all Questions
2) Figures to the right indicate full marks

Answer the multiple-choice questions. (Any 10) 10)
Encoding and Decoding are the of communication process.

a) barriers b) advantages

c¢) characteristics d) elements

Appropriate of communication ensures that the message is understood by the
receiver at the right time.

a) understanding b) receiving

c) noise d) channel

Recovery letters are sent for the collection of pending amount of

a) letters b) money

c¢) work d) none of these
Understanding the helps in effective communication.
a) decoder b) sender

c) receiver d) encoder

While framing future policies, reports provide information and

a) facts b) figures

¢) guidance d) none of these

Letter of for a job should be short, should not provide minute details about
you.

a) termination b) sales letter

) enquiry d) application

Conflict resolution is an skill.

a) automatic b) easy

¢) exceptional d) interpersonal

Communication with relatives and friends is type of communication.
a) formal b) verbal

¢) non-verbal d) informal

Inter- departmental communication is a part of communication.

a) horizontal b) upward

¢) downward d) diagonal

Courtesy, neatness, accuracy, simplicity are qualities of letter.

a) Inner b) outer

c)a&b d) none of these
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11. The open door policy helps the build healthy business relations with the sub-

ordinates.
a) colleagues b) sub-ordinates
C) superiors d) none of these
12. Communication can be edited and revised before sending.
a) Oral b) Grapevine
c) Written d) Non-verbal
13. A should be updated from time to time.
a) letter b) memo
c) report d) resume

Q.1. B. Answer in one Sentence (Any 5)

Define communication.

What is quotation?

What is encoding and decoding in process of communication?
What is horizontal communication?

What are the physical barriers of communication?

Name any two forms of non-verbal communication?

N kW=

What is a resume?

>
o

Write Short Note (Any 4)

Downward communication

Importance of Good Verbal Communication
E-mail

Body Language

Grapevine Communication

AN o

Importance of communication

Q. 3) Answer the following question in 150 words. (any 3)
Describe the elements of communication process.

What are the various barriers to effective listening?

What are the different forms of Non-verbal communication?

Prepare a resume of your own.

whm A W =

Describe the internal and external qualities of a business letter.

Q. 4) Answer the following question in 300 words. (any 2)
Explain the principles to effective communication.
State the barriers to Communication.

Elaborate the various types of business letters.

AW N =

Explain the principles to effective communication.

(10)

(20)

(30)

(30)
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