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INSTRUCTION TO CANDIDATES :
1. SECTION-A is COMPULSORY consisting of TEN questions carrying

TWO marks each.
2. SECTION-B contains SIX questions carrying TEN marks each and students

has to attempt any FOUR questions.

SECTION-A

l. Answer briefly :

(a) What are some of the important steps that we should follow while
writing a technical report?

(b) What is the importance of body language while making a presentation?

(c) What is an exit interview?

(d) Mention three things that a candidate should not do whole appearing
for an interview.

(e) What is a group discussion?

(f) Give the meaning of Non -Verbal Communication.

(g) What is E-Mail?

(h) What is Electronic Meeting?

(i) What is a circular?

(j) Mention two essentials of a business letter.

www.br
pa

pe
r.c

om

www.br
pa

pe
r.c

om

a2zpapers.com

a2zpapers.com

a
2
z
p
a
p
e
r
s
.
c
o
m

a
2
z
p
a
p
e
r
s
.
c
o
m

a2zpapers.com

www.a2zpapers.com
We provide GNDU question papers, PTU question papers, PU question papers, LPU question papers, GNA university question papers, PSEB question papers, HPSEB question papers, ICSE question papers and CBSE question papers.

www.a2zpapers.com
www.a2zpapers.com
www.a2zpapers.com
www.a2zpapers.com
www.a2zpapers.com
a2zpapers.com


SECTION-B

2. What is the importance of non-verbal communication in business
communication?

3. What are the various storage devices used to store information?

4. Discuss the various steps of planning employed in letter writing.

5. Write a resignation letter to the President -HR of your organization. You
are leaving the job as you have got a scholarship to study abroad.

6. Discuss the rules that have to be observed while taking part in a group
discussion.

7. What is business letter? Explain various types of Business letters.
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