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

Q. 1. (A) Answer the multiple-choice questions (Any 10) (10)
1. The majority of work accomplished at meetings is done through
a) debates b) vote
¢) group discussion d) interview
2. A tends to bring an entirely unrelated topic.
a) leader b) facilitator
¢) wanderer d) orator
3. Building great relationships requires that you other people.
a) lead b) pace
C) compare d) control

4. The first stage in managing your time wasters effectively is to identify the
and inhibitions you find in your work situation.

a) obstacles b) people
C) progress d) none of these
5. means showing others you have understood them by re-stating what
they said back to them using their own words.
a) Paraphrasing b) Rapport
¢) Communication d) Pacing

6. If you want to come across as a person to be taken seriously, keep your gaze in the
area between the eyes and center of the forehead.

W b) triangular
¢) rectangular d) square

7. There are 3 main Negotiable Instrument i.e.,, Promissory Note, and
Bills of Exchange
a) Inland instrument b) Foreign instrument
¢) Cheque d) Credit Card

8. Invery old times system for acquiring education prevailed.
a) educational institutions b) Gurukul system
C) charitable trust d) none of these

9. CBDT means Board of Direct Taxes.
a) Circular b) Curriculum
¢) Collector’s d) Central

10. The mission of people with aggressive behavior is to control

a) themselves b) others
c)a&hb d) none of these
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11. Setting can also be effective in making your life outside of work more
rewarding and satisfying.

a) plans b) preparations
C) priorities d) none of these
12. Flight or fight response means our sympathetic nervous system kicks in and makes
our ___ rateincrease and gives us a burst of energy hormone.
a) brain b) heart
C) nerve d) foot
13. A Person with passive behavior has no of own.
a) option b) opinion
c) order d) originality
(B) Answer in one sentence (Any 5) (10)
1. What is meant by Personal Laws?
2. State the difference between CPC and CRPC.
3. What is the source of revenue for the government of India?
4. What is the full form of CSR?
5. How does laughter help to relieve stress?
6. What is the next step after delegating a task?
7. What is the meaning of setting priorities?
Q. 2. Write Short Notes (Any 4) (20)
1. Time Wasters and Time Stealers
2. Delegation of work
3. Importance of eye-contact in communication
4. Aggressive Behaviour
5. Rapport
6. Passive Behaviour
Q. 3. Answer in 150 words (Any 3) (30)
What is meant by CSR? Explain the CSR activities of any five Indian companies.
Describe the list of Articles related to education provided by the Constitution of
ISrlg;s .the different types of meetings
Explain the different roles in a meeting.
Describe the qualities and body language of assertive people.
Q. 4. Answer in 300 words (Any 2) (30)
State the Basic commercial Laws in India.
2. Explain the importance of Time management. What are the best ways according
to you to utilize your time at the best and how do you manage your time?
3. State and explain the six stress busters. Suggest steps to reduce stress for your
staff.
4. State the barriers to effective communication.
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