
This question paper contains 16 printed pages. 

SEC-52T-104 

Three/Four Year B.AB.Se/B. Com, II Semester Examination- May, 

Roll Number (in figures): 

Roll Number in words) : 

(Also Common to all other Undergraduate Programme under Arts/Fine 
Arts/Commerce/Science/Social Science Faculty for Regular Students) 

(Skill Enhancement Course) 

OMR 3R lt pHCS: 

1590$2882 

Business Comunication Skills 

956136 

G966136 

OMR Answer Sheet Serial Number: 

Time Allowed: One Hour 

2025 

1590 

C-2 SEC-52T-104 (159/3700) 

Roll No.... 

590028$2 

GENERAL INSTRUCTIONS/ HTHT-A 3d 

1. Attempt all the 40 questions. Each question carries 1 mark. 

Write your roll number on question booklet before start writing answer of questions. 

1 

Invigilator's Signature 

Maximum Marks: 40 

|P.T.0.] 



1. What is the main purpose of business 

communication? 

(A) To entertain the audience 

(B) To share personal opinions 

(C) To exchange information and achieve 

organizational goals 

(D) To interact with others 

2. Good business communication leads to: 

(A) Increased misunderstandings 

(B) Poor customer relationships 

(C) Improved efficiency and productivity o 

(D) Reduced teamwork 

effective business writing? 

(A) Using complex vocabulary 

(B) Being direct, clear, and concise 

3. Which of the following is the most ímportant in 3. ATd0 AIGHAH TET ttg HÀ 

(C) Writing in a poetic style 

(D) To lay emphasis on every message 
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4. Which type of communication is the fastest in a 

business environment? 

(A) Written letters 

(B) Email 

(C) Instant messaging or phone call 

(D) Printed reports 

5. Which of the following is an essential of 5. H acHs iug u ttrgT O 

effective business communication? 

(A) Using dificult words to impress r�aders' 

(B) Clarity and conciseness 

(C) Avoiding feedback 

(D) Lengthy explanations for every point 

6. A good business communicator should: 

(A) Focus only on what they want to say 

(B) Use vague and general language 

(CP Consider the Audience and purpose 

(D) Avoid using visual aids 
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7. Informal conmunication in a workplace is also 7. srfT 3-yafta 

known as: 

(A) Oficial memo 

(B) Grapevine comnunication 

(C) Vertical communication 

(D) Extermal communication 

8. Downward communication flows from: 

(A) Subordinates to superiors 

(B) Customers to employees 

(C) "Top management to lower levels 

(D) External stakeholders to internal teams 

9. What is the role of feedback in business 

communication? 

(A) It is optional 

(B) It is used to criticize 

(C) It ensures the message is received and un 

derstood 

(D) It ends the communication process 
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10. Why is busness communication inportant for 10. fat ing fu anaufs ¥r E 
an onganization? 

(A) It helps spread rumours 

(B) It ensures smooth flow of information and 
coordination , 

C) It avoids the need for teamwork 

(D) It makes the workplace more competitive 
internally 

11. Business communication helps in decision 

making by: 

(A) Confusing team members 

(B) Withholding relevant facts 

(C) Providing accurate and timely information 

(D) Relying only on assumptions 

12. Placing an order is a type of: 

(A) Informal communication 

(B) Business communication 

(C) Personal email 

(D) Promotional writing 
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13. Which of the following is an cssential feature 
of a classfied advertisement ? 

(A) Large mages and colourful layout 

(B) Word limit, clear couteat, and contact 

details 

(C) Use of poctic language 

(D) Absence of details 

14. Where are classified ads typically found? 

(A) Personal diaries 

(B) Newspapers and magazines 

(C) Office memos 

(D) Novels 

15, A tender notice is used to: 

(A) Invite bids for supplying goods/services 

(B) Advertise a job opening 

(C) Publish a marriage announcement 

(D) Promote a sale 
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16. What is the purpose of a memo? 

(A) To inform or instruct employees formally 

within an organization 

(B) To entertain readers 

(C) To report company proits to customers 

(D) To share personal messages 

17 What is the best wayto prepare for an intÇrview? 17 TRHTf aà 6 HGH K TRIOI 

(A) Arriving late to appear busy 

(B) Researching the company and role 

beforehando 

(C) Dressing properly without preparation 

(D) Avoiding questions about the company 

18. Which of the folowing should be clearly 18.si da PHffg foHOI U T & 

mentioned in an order letter? 

(A) Hobbies of the sender 

(B) Details of goods, quantity, and delivery 

date 

(C) A note about the product 

(D) Employee salary details 
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19, Appreciation letters are not useful in: 

(A) Increasing workplace activity 

(B) Boost employee morale 

(C) Strengthening relationships 

(D) Starting conficts ( 

20. A notice is written to: 

(A) Send private messages 

(B) Provide official information to a group 

(C) Write personal letters 

(D) Publish newspaper editorials 

21. A circular is used to: 

(A) Communicate with one specific person 

(B) Issue instructions or information to a large 

group 

(C) Advertise a product 

(D) Send a private message 
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hich of the following should be avoided in a 22. vs E} YARYÍSE A A-fetfea 
good PowerPoint presentation? 

(A), Using 
high-contrast 

colours for text and 

background 

B Using too much text on each slide 

C) Including relevant mages and charts 

(D) Keeping a consistent design 

23. Which of these is NOT a gõod practice for 

telephonic busin�ss communication? 

(A) Keeping a notepad ready for taking notes 

(B) Speaking clearly and slowBy 

(C) Using slang and casual phrases O 

(D) Being courteous and professional 

24. Memos are a form of.: 

(A) External communication 

(B) Informal communication 

(C) Internal written communication 

(D) Personal email 
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\x The ideal word liit of a notice is: 

(A) 30 S0 words 

(B) 100-150 wonds 

(C) 200-250 words 

(D) 500+ words 

26. Which of the folowing is a good practice in a 

Group Discusion? 

(A) Stay silent throughout the discussion 

(B) Encourage quieter members to speak 9 

(C) Argue aggressively with other participants 

(D) Ignore others' opinions 

27. The primary purpose of a complaint letter is to: 

(A) Praise a service or product 

(B) Ofer employment 

(C) Express dissatisfaction and seek corective 

action 

(D) Congratulate someone 
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28. Which of the following is a "don't" in 

telephonie conversation? 

(A) Listening actively 

(B) Interupfing thÁ speaker 0 

(C) Confirming the message 

(D) Speaking politely 

29. What is the ideal number or bullet points per 

slide in a presentation? 

(A) 7 or more 

(B) 3 to 5 

(C) 10 to 15 

(D) No imit 

30. How should participants behave in a virtual 

business meeting? 

(A) Multitask and ignore the speaker 

(B) Pay attention and avoid interrupting others 

(C) Talk over others frequently 

(D) Leave the meeting without notice 
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(31) During an interview, it is important to: 

(A) Talk about previous employers 

(B) Give honest and relevant answers a 

(C) Use conversational speech 

(D) Interrupt the interviewer 

32. What is the risk of using social media for 

business? 

(A) It guarantees customer satisfaction 

(B) It avoids customer interaction 

(C) Negative feedback can go viral quickly 

(D) It cannot be accessed by the public 

()Which of the following is a proper way to start 

a formal emait? 

(A) Hello 

(B) Dear 

(C) MrMrs.0 

(D) Hey 
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4 What is eSsential before joining a vitual 

business meeting? 

IA) Check your internet connection and test 

your audio/video devices. 

(B) lgnore the meeting agenda 

(C) Join late without preparation 

(D) Use a noisy background 

35. The purpose of using visual aids in a 35. yaf UAUGI 34eN o I 3ER E: 

presentation is to: 

(A) Replace the speaker 

(B) Confuse the audience 

(C) Support and enhance understanding o 

(D) Fill space on slides 

36. Which platform is commonly used by 36. aHITUH Acatby fu yari 3Tn m 

professionals for business networking? 

(A) Instagram 

(B) TikTok 

(C) Linkedln 

(D) Snapchat 
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37, What does "netiquette" stand for? 

(A) Internet marketing rules 

(B) Online ticket booking 

(C) Btiquette for communicating on the 
internet 

(D) A new form of etiquette for computers 

38. Sharing fake or misleading information online 
can: 

(A) Increase engagement 

(B) Build trust 

(C) Damage your and your company's 

credibility 

(D) Have no consequences 

39. What should you do ifyou experience technical 
issues during a virtual meeting? 

(A) Inform the host politely and try to resolvë the 

issue quickly 

(B) Ignore the problem and stay silent 

(C) Leave the meeting abruptly 

(D) Blame others for the issue 

(A) Eye contact with the audience 

40. What should be avoided in a good presentation? 40. vo Se0 tgti HÌ AT uRU? 

(B) Speaking clearly and slowiy 

(C) Overloading slides with text 

(D) Using visual aids 
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