This question paper contains 8 printed pages.

SEC-52T-104
Three/Four Year B.A./B.ScJB.Com.Sem.[] Examination- May 2024 %
(Heldin J ulg..zqm) g
(Also Common to All other Undergrﬁmte Programme under Arts/ Fine-Arts/ ro
Commerce /Science/Social Science Faculty for Regular Students) g

(Skill Enhance ent Course)
Businesé Communication Skills
Roll Number (In Figures) : e \Q\(\A tswtmn\k %\.} s Qd(\_o . sqy\o)\ W .........
e T (O ) ¢ mandiedh xpmsx »

Roll Number (ln Words) : .. A 0B 6 0 S0 o
W T TR D) ol A i

OMR Answer Sheet Serial NUMDET : oI QASE8 Lvvvsmrsersssnssssososssssssrosssssses s osss s s s

‘/" ; g»}

Invigilator’s Signature

N THAR. TR A &1 HHIS °

RSP D BTEER
Time Allowed: One Hour Maxnmanarks 40
w99 AT TE Eer IfHaH 3iF: 40

Write your roll number on Question Booklet before start writing answer of questions.
M%w%&#ﬁq&m@ﬁamwmmwmﬁﬂilv
GENERAL INSTRUCTIONS / WM 3ga¥

1.  Attempt all the 40 questions. Each quesﬁon carries | mark. |
T 40 T BT T PG | TS T B [T 1 3% Bhr

2 Ensure that your Question Booklet has all the 40 quesgns Defective booklets can be replaced within five minutes.
ﬁmﬁﬁﬁmm—mﬁw%‘m%mﬁgﬁﬂﬁwa @ 39t fre 3 AR
aRaffa far o w@a #1

3. Carefully read the instructions provided on the' question boojet and OMR Sheet before slaniné your answers. Use a
blue or black ballpoint pen to fill all entries.

IR 3 A @, 1 IR ok shHaR, Qﬁzwﬁﬁ'wﬁéﬁaﬁmﬁﬁqﬁq;wﬂnﬁ&ﬁﬁmmm
a‘fatﬁszﬂ-—mu’\fl

(SEC-52T-104) ‘ 1 [P.T

P i ey (LT



%-( SRR

10.

11.

12.

13.

14.

(SEC-52T-104) 2

Choose the best answer and darken the Co"“p""dmg circle (A, B, C or D) on the OMR Sheet with a black/blue ballpom(
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1. Communication is & -
(A) one way process
(B) two way process
(C) three way process
(D) four way process
2. Theterm Communis derived from which word?
(A) Greek
(B) Latin
(C) Chinese
(D) English
3,  Which of the following is an example of infbrinal
communication?
(A) Performance review
(B) Team meeting
(C) Water cooler conversation
(D) Annual report

4. Teleconferencing is an example of which type of
communication? #
(A) Verbal
(B) Non-verbal
(C) Written .
(D) Visual 2
5§, Which communication channel is best sum%%f
maintaining a record of the communication? (O
(A) Face to face meeting 0
(B) Telephone call
© Written document
(D) Video conference

66ZOZ

6. Which of the following represents the correct process / 6./

of communication?
(A) Encoding — Sender — Message. —
Receiver — Decoding — Feedback
Sender — Encoding > Message —
Receiver — Decoding —» Feedback
Receiver — Encoding - Message N
Sender — Decoding — Feedback - 8
Message — Sender — Encoding (_%
Receiver — Decoding — Feedback  ©
7.  Which of the following is the comect format for a
formal business letter? '

(A) Dear (First Name)

(B) Hi (First Name)

(C) Dear (Title) (Last Name)

D)

(B)

©

(L))

£

,‘ri“ y

A
‘l

Hello (First Name) ' ; ‘

8. Which platform is considered best for targeting /5.8

young audience with advertisements?
(A) News Paper
(B) Television
(C) Social Media
(D) Radio
9,  Which document outline the terms and conditions of a
tender?
(A) Tender invitation
(B) Purchase order
(C) Invoice
(D) Quotation
(SEC-52T-104)
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i what is the first step in the tendering process? 10. PR ufsmr &1 uwen wwor 7m &7
g Y (A) Evaluating tender (A) Ffzel o1 qFea s
i (B) Announcing the tender (B) fafazr & araon s
H (C) Receiving bids (C) aferdt ara e
i () Signing contracts (D) &l WX EEER B
; 11. \YR;;: is ;h;: g’gzg] length of a business memo? 11, WAE'GIII W A A Tard T ech 87
3 : -2
E (B) 5-6 pages En; ;-6 33
[ (D) Atleast 10 pages : (D) @A ?am T US ]
| 12. Whois ge:erally responsible for taking the minutes of? 12. ‘;\‘a: : fre oM @ f%{lz e Y RrdEr f
meeting? : 4
I "(A) TheCEO | (A) |Eah
; B) The Meeting Chairperson (B) 43F IeT"
i (C) The Secretary of designated minute taker ! © wfRE g faffe fre—oas
| D) Allattendee D) i A SuRRera af

Which tone is most appropriate for an appreciation 13,  RTET U 3 faq wad SugF @R a7

13.
A) sitoaRe R arAEATES

letter?

(A) - formal and critical ®) %
(B) casual and humorous © "T'i?’” ﬁml ik e i‘
(C) warm and positive ; ) HHIRIHD .

o D) ST IR T

(D) indifferent and natural
14. What is the primary purpose of business 14. <HIHH HER &1 & Sty T4 &7
(A)  FHEIRET F1 7R

communication?
(A) To entertain employees : (B) TR = 3 forg
(B) To sell products : :
(C) To create confusion ; © = a1 o T
; (D) THHT | AT AR GISAHS el

(D) To -share information and achieve
organizational goals
15. Which of the following is an example of formal 15.

DI g HIAT
ﬁwﬁaﬁmﬁﬁﬁwaﬁwﬁmwwm

communication? 1) gy o \ 27
(A) Water cooler conversations g | (A) dIeX FHeR qrareTd
(B) Departmental meetings B) frfa 3=
(©) Social media posts . : : L (©) W Afsar ae
(D) Gossiping (D) UMY BT
16. Which of the following is not a barrier to effective 16, fr=fafea § 9 e m war @ ferg T
: communication? R
(A) Noise - A) IR :
(B) Clarity in message . (B) W= ¥ wWeedl
(C) Cultural differences (C©) wipfas A=
(D) Information overload : S 1) T 1 i S | L
17. Which element is crucial for making an advertisement 17. fra o |} v fasmas odr E‘ITIT 37
effective? A gy e
(A) Detailed descriptions 2 (B) IHPNE T
(B) Eye-catching visuals : : o ANEITE
(C) Long paragraphs of text & zg; it s

(D) Complex vocabulary ;
18. What is the primary purpose of an advertisement? £ 18; U fasmua &1 wrifde siwm w82
(A) To inform about company policies - (A) BT B AR B TSR <

(B) To entertain the audience ' (B) TYSI BT FARSAA BT
(C) To promote a product or service (C) A Sag a1 a1 B q@[T o
(D) To provide detailed instructions : D) frga fordwr 291
19. :Vh?ch of the following is not typically included ina 19, wEEE =Nfew ¥ fr=fafga & ¥ T
usiness notice? : g e :
(A) Date of the notice (A Tﬁfé'ﬂ aﬁqgﬁ?m?
i (B) Detailed financial statements 3 : faega frawor
'. : (C)  Purpose of the notice ((l(‘:; MNfew ::h:;!'a

(D)  Signature of the issuing authority v o
Y HA WIS BT TR
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20.

22,

25.

27.
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Circulars are
(A)
(B)
(C)

gcnefally distributed 10 -
a specific individug) :
a small group of people

a | b Rt
4 » udience within or outside the
organization

(D) only the top management

Which of llhe following is the most appropriate way 10
start a business greeting?

(A) “Hey, What's up?”

(B) “Yo, dude!”

(C) ‘“Hello, there!”

(D) Good Morning, How can [ assist you today?
When answering a business call, you should -

(A)

21,

22

Use a formal greeting and state your name
and company

(B)
©
D)

During a telephonic conversation, it is important
to -
(A)
(B)

Say “Hello” and wait for the caller to speak
Use informal language

Answer with just “yes”

23.

speak loudly to ensure clarity

listen actively and avoid interrupting the
speaker

(C) use slang and jargon frequently

2.
/

(D) keep the conversation as short as possible
(B) To convey information clearly * and
effectively
25.
10 - minute’s presentation?
(A) 5-10

What is the primary purpose of using a Power Point
Presentation? ]
(A) To entertain the audience /
(C) To showcase design skills -
(D) To increase the length of a meeting
What should be the ideal number of slides for a
B) 15-20
(C) 25-30
D) 15

What is a good strategy to use when answering  26. |

interview questions?

(A) Providing long detailed answers regardless
of the questions SV
Using the STAR method (Situation, Task
Action, Result) ’

(C) Giving one word answers

(D) Avoiding eye contact
In an interview, it is important to -

(A) focus solely on your qualifications

(B) show enthusiasm and interest in the position

(C) criticize your previous employees
(D) interrupt the interviewer frequently
Which of the following is important during a group

discussion? 2
(A) Dominating the conversation ¢
(B) Listening  to others and contributing
constructively

Ignoring others’ opinions

Speaking without pausing

(B)

1 27.
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(A) "% Fm ga 8

(B) @, A’

(C) "THE"

(D) yuara, # st Ay B v Al
awar &7

aaEfd Fid &1 So] A4 GHG AUB 71 B
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(A) Pt FT FARST BT ;
(B) TR B W 3R gArdt 3 | wega

HRAT
(C) feurga avoa & @
(D) 43F P TEE qQrT

T4 fme @ wwfa @ fog e
e e B aifee?

(A) 5-10

(B) 1520

(C) 2530

D) 15 :
HEER & YAl BT SR o0 §9G TP F)

ofY @ 87 4

(A) gaﬁmmmaﬁ,mw
(B) STAR RfY (Refay, &, frar, Romm)
(C) & U< & TN o :

D) 3 GUS Q T
GEPR #, T8 Hea! & —

(A) D JUN AW R A Bfed HEN
(B) U< @ ufy Sce <R wfu R

(C) a7 fsa oot A srea &
(D) IFR TERBRGA DY 1T S
WE T9 B ANH T ¥ B qewqel &7
(A) dEfaT R FE B

B) TR B A AR WIS ATeH A
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29.

30.

32.

33.

3s.

3.

.

What should you avoid in a group discussion?
(A)
(B)
©)
(D)

How should you dress for a professional interview?
(A)
(B)
©
(D)

What is the most important element to include in the

subject line of a professional email?
(A) The sender’s name
(B) The recipient’s name
(C) The date of the email

(D) A clear and concise summary of the email’s
content

encouraging shy participants to speak
respecting different viewpoint
making personal attacks
summarizing key points

Casual wear

Business attire

Sports wear 3
Party wear y

Which of the following is a proper greeting for a
formal email?

(A) Hey there!

(B) What's up?

(C) Dear Mr. Smith,

D) Yo!

Which of the following is an appropriate closing for a
formal email?

(A) Cheers!
(B) Later!

(C) Sincerely,
(D) Bye!

‘Which tool is essential for a smooth virtual business -

meeting?

(A) agaming console

(B) areliable internet connection

(C) aloud background environment

(D) multiple open tabs on your browser
‘What is one of the best practices for participating in a
virtual business meeting? s

(A) Keeping your camera off at all times

(B) Speaking whenever you feel like it

(C). Muting your microphone when not
speaking
Using your phone for texting during
meeting
Which social media platform is most commonly used

D)

(A) Instagram
(B) Twitter
(C) Linkedin
(D) Tik Tok
What is considered good internet etiquette in
professional emails?
(A) Using all capital letters for emphasis
(B) Responding promptly to emails
(C) Forwarding chain emails to colleagues
(D) TIgnoring emails from unknown senders
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A) S AT FEE

B). P fawawg sevve sawe .

(©) TP SRR yoqf aramEwe

(D) I AR R 3 gt 39
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(€©) ¥ 78 9 @ B T Iu WEEeN
L G T .
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38. Which of the following actions is an example of p¢ Pt 4 ¥ o wrdar i e e
internet etiquette? BT IZTETT A7
(A) Using clear and polite language :g) e R fam 1 ITNT HIAT
(B) Overusing exclamation mark B) I et a1 s guarm avn
(C) Proofreading your message before sending (€) W9 A gz 3 idw o yudf¥n wen
(D) Addressing the recipient formally (D) yrawat w Shaefe wg A W sen
39.  In which scenario it is appropriate to use emoticons in 39, AW wuR § gERe GHR) B gudT e
business communication? Rercht % Sy 87
(A) In a formal business proposal A) % MvaRe waufes yerg #
(B) When clarifying the tone in an informal ; B) rtvER® siaRe e # W@ We 7y
internal email L 1 3 forg
(C) Inacomplaint letter to a client (C) TUESd ) Rrpra o3 &
(D) In alegal document (D) TF LA T o
40. Which of the following is a correct use of emoticons 40, Y wf ¥ gRIRH @ wé SwEnT P
in a professional context? ??A v i ©
- (A) R D I
(A) © atend of every sentence 2 0
(B) using a @ smiley to convey friendliness in (B) &P FAD ING $ia # fioan R
a light hearted internal email 3 forg wgelt @ @ SYAT HY
(C) @ to show frustration in a client email (©) 7Tew ¥ ¥ g fam @ e @
(D) @ in response to a colleague’s suggestion (D) wearht & gIa W @
[
g
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-
j
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