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Candidates are required to give their answers in
theirown words as far-as practicable.

The flgures in the margm lndlcate full marks

Answer from both the Sectrons as dlrected

Sectlon A =

Answer any four questlons ofthe followmg | .
i . 10x4=40

: jAs a manager wrlte a memo to all the offlce
. employees, issuing them a formal warnmg for -
5 coming late to the ofﬂce ' '

-Describe dlffe s between Llstenmg and
Hearing.

"

3. Prepare a report for Jltendra who analyzed the
constructlon progress for the new company

bunldlng of Silicon technologies.

WP-10072 (Turn over)



\/ Describe the barrrers to co@unrcatron

Prepare a Résumé and a covering letter for Atishi
who is applying for ost of a teacher at a
primary school. | S

/6/ DISCUSS strategres@ave an effective

presentatlon
7. How can one say that an interview is effective ?

8. The Core Committee of the Seinfeld College held -
its meeting to discuss various issues. Draft the
agenda and minutes of the meeting.

Section-B
9. Answer all questions of the following :10x3 = 30
(@)”Write a short note_on the importanpe of

| cc)mmunication R

byHow does a m&te person engage in
' cummunlcatlon?

c) escribe the dn‘fere es between Physrcal _
and Mental noise. @

(dj/ Mentronfactorsthathel indstening. e,
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N/(e Define communlcation

Mhat is the dlfference

and a Résumeé ?

(9’ List digital tools that h
_)/What iS noise *

‘ Werte a short note on the carrect use of

- articles in sc:ence o
. \/(])/,Deﬂne agenda and mi 'f a meetlng

een a Biodata

9

presentatlon
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