1. What is the main purpose of Business 1,
Communication,
(A) Entertainment

(B) Information sharing
(C) Gossip
(D) Story telling

2. Which of the following is a channel of
Communication?
(A) Gesture
(B) Letter
(C) E-Mail
(D) Allof thgse»
3; The process ofcommunicatiqﬁ begins \yith-
(A) Receiver
‘(B) Message

(C) Sender

(D) Feed back T F

4. .’Communication is a- ‘
(A) One way process
(B) Two-way process ‘
(C) Rando_m proces;
(D) Static process

12 SEC-51T-104 (84012400) 4

SR AR @7 GE RF AT &2
(A) TGS

() LEE 3y ey

©) FeR

(D) TE T
Prafefad # X B srar @1 arezm &2
(A) T@d

(B)

(©)

(D) & & Wi

R B s B g A &
@ T

. (B) W

(C) WF |

’(.D) Fre

(A) ' UB TRWT i \"
(B) QYR ShpaT

- (©) SIﬁmfil?rnﬁmT

(D) FRer disar



5. The feedback in communicatigy, Means

5. WOR & vffen oy anef 2.
(A) T B shfe
R LT P —
(C) I7E B ¥y

(A) Reply from receiver
(B) The medium ugeqd

(C) The sender’s messaqq

(D) Nonc of the thege

(D) #7178

6. Non-Verbal COMmunication uses-

6. IiiRes HaR ¥ Fudm 2 2.
(A) Words

A) =i Fr

B) widt AR zE9E @
(C) Ruetar

(©) Reports

(D) Notes
(D) FcHD

7. Which of the following is not a barrier to

7. A IoH GOR S e aS #e
communication? - 15
() Laguage difforence (&) 9T S
® Moo | FEE o w @)
(C) Good listening 17"~ s o) (C) 3Tt U &
D) Emoﬁons Ronstt T (D) ‘mamﬁ

8. The process of converting ideas into words is 8. TR} % T} ¥ vaery & hvaT T &2

called- ;“ i U A) Refw
(A) Decoding . e (B) TS
B Encoding e (©) i
~ (C) Channelling g () R

(D) Signaling |
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9. Which one of these is a formal channel of 9. T Y ﬁqaﬂmﬁazﬁaRaﬂW%?

Communication? (A) @Eafea e
(A) Office Memo

(B) g
- ®B) Gossip ©
(C) Rumours
(D) 3FITEIRG aredg

(D) Informal talk |
F ) P HUR B yarasierg :
10. Which of these improves Communication 10. 7 eTa #;

 effectiveness? B (A) @& wicifgear |
(A) Proper Feedback i ey (B) IR
(B) Noise | - © o

(C) Emotions

(D) gaiuE

(D) Prejudice .
SR 1. &ifcist aR B FaTeR0r F 4 2

11. Which _‘is an téxémple of horizontal

A) YEUD ¥
Communication? @) IR
(A) Managerto worker B) A e & d
(B) Between two manager . . (C) wifcid ¥ TRRY
(C) BosstoPeon . (D) e ¥ farf
(D) Teachef to student“ i 1. e - 3

12. Importance of business communication is- @) g : 3
(A) Helps in decision-making )

(B) ¥ 3 el &
(B) Creates confusion

' (C) W SeiE aRa
(C) Wastes time ©

(D) Ead e &

(D) Reduces team work
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13. What is the most important quality of business
Jetter?
(a) Length
B) Clarity
© Decoration

D) Colour
14. What is the purbose of circular letter?
(A) To communicate the same information to
a large number of people
(B) To complain
(C) To advertise a product
(D) To invite someone
15. What is a memo used for?
(A) Internal communication
(B) Advertising
(C) Public notice
(D) Complaint
16. What is a tender?
(A) An offer to supply goods at a fixed rate
(B) A complaint
(C) Anorder

(D) A memo
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15. 59 &1 Juant feafee fear smar 22
(A) FaRe TR
(B) fasm=
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(D) Rrera
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K @dl
17. Which part of a business letter contains the 17. ZAARI® T 7 HF-|1 7T J§D B TN

senders's address? ¢
(A) Heading (A) ok
(B) Closing (B) @1 M
(C) Body (C) quTE
(D) Postscript ) dRRr
18. Minutes of mecting are prepared to- Minut 2 anfe-
18. &6 B (Minutes = 2 et
(A) Record the discussion (A) a3 B gt R 5w
(B) Ry s (B) Wi @ 3y fbar s a%
C) Invite membe:
© | E (©) T R s
(D) Send order -
(D) 3MMe ST 3 b

19. A short written note used within an organization - g
S T 19, s <t % 3R wnT far S aTen Biet

) | 4 R e e 2
(A) Memo ' : | : ,
- (A) w9
(B) Notice |
(B) o
(C) Report A e
: ' - (©) Raé
(D) Agenda ' |
20. When is a circular letter written? - »
' ' 5 20. URvH w7 &9 foran s &2
(A) The company changes address 1 Sy
: ' o N
~ (B) Someone Retires (&) P BT T
(C) Anew product is launched ‘(B_)_ fosrit & Vafvgd a9 W
(D) All of these () T IR S FH R
©) FHIwH



21, Which letter is used to invie g from  21. -3 wx R e £ - (quotation)

suppliers? 1 % R0 e o e
(A) Tender letter (A Prfer g

(B) Order letter (B) e wy

(C) Complaint letter ©) Rrerr

D) Apprcciation le“er

TS Frer 2oy
business Communicag; oo & &7
(A) Interviey, (A) -\qmm
(®B) Meeting B) ¥
©) Memo ©) Fm=
@) Group discussion P (D) ¥ T
23. Whlch visual aid is commonly used in a 23. mﬁamﬁﬁm B |1 g3 IqeRor
business presentation? . v ‘JRfITI B &2
(A) Diary TUFETE (4) s
(B) Power Point Slides - e (B) q'l'd'\’fﬁSE
© Calewsor © g
(D) Memo pad . | ' D) ¥ ¥
24 Durmg a grOUp dlscussmn Wthh approach 24. 9 i ¥ sftean Sewfia ﬁﬁﬁa’a A
‘ensures maximum participation? " ’ 6ol aﬂasr &
(A) Encouraging quiet members to'speak (A) FNid Fedl o S & fore wremfea &<
(B) Dominating the conversation,_.-‘.ﬁ:: 5 : V (B) ey ® HEIRG
(C) Ignonng other's opmlons | : ©) T Bl I I AT
(D) Changing topics ﬁequently i (D) TR-8R fawg seamn

| o e PTO.
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25.In a professional interview, open—eﬂded 2 WIEHR & T w1 B s R

- questions are used to:
(A) Get detailed responses
(B) ~ Limit answers to 'Yes' or 'No'
(C) Confuse candidétes
: (D) End the interview early

- 26. Which quality differentiates ah excellent

presenter from an average one?
(A) Reading slide word by word
@) Audience e'ngagenllent :
© 'Monqtone d_elivery :
) 'Avdliding quéstions
27. Which statement about Power Point Presentation
8 trué? ’
(A) Slide should replace the speakef entirely
(B) Siides are support tools, not substitutes for

communication
(C) The more text, the better the presentation
(D) Animations are

essential for

professionalism
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(D) SRR ) T 5% 3 forg

26. PR 0T TP TP SRdIaef oy ameRor

3T Rl 82

(A) TS A e
(B) A B S
(C) U & e § Qe

(D) W& | a9
27.W@zmﬁa‘ia‘»aﬁ§$\a—mmm%?
(A) T3S B daa BN G A O el
B) mmm%,waﬁm

Tl
©) FaT 7 dake, T e Sl
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28. In

str
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28.1n professional org) co

mg storie and
(A) Us S an C‘('ll‘nmcq to
eXplain

pomt%

ng all dat
(B) Rending amon(‘lmlously

(©) /wmdmg visu

59 During ® telephonic Conye
( A) Shout loudly
Speack clear
Bt y an Coufte()usly
(©) Keep talking endless]y

D) Avoid hstemng B

30. The ﬁrst step of an effectlve telephonlc

conversatlon 1s

(A) Asking questlons o
i (B) Greetmg the caller
~ (C) Ending the call

. (D) G1v1ng mstructlons

als
LY © focug on text

D) speaking ccmt“‘“Ollsly Without pau
se

ation, one must:

(B) Wmmmamﬁm
©) g7 wert ¥ agn

D) &1 w6 e g

29. TABH artieny % AR it B e F.

(@) IR e |

(B) waﬂwﬁm%aﬁ

©) WHHRWT% i

O gEIW

30,y SRS Al BT e TWOT -

(A) qaqtg@m oy
.(B) . Wﬂaﬁﬁmm
(C) mwm

(D) Sém e

31. Which part: ofthe email summarizes the main 31, éﬁaatﬁhm ﬂmgw?ﬁmarwm

message?
(A) Subject line
(B) Signature

(0 ccfield

(D) Greeting -
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32. The 'CC field in email stands for what? 32. 43 R ‘CC> a1 e aef &7

(A) Central Copy (A) g oy
‘ (B) Carbon Copy (B) BUET oy
(C) Corporate Communication ©) whiRe TR
(D) Confirmed Contact D) gﬁi e TR s
33. Which of the following best represents 33, $-0el T ¥ e IR’ o wad 3w
netiquette in email writing? FaTeRul ﬁ?—'ﬂT &
(A) Writing in all caps ‘ (A) I 31eRY By & ¥ Rra

B) Avoidiné slang and maintaining formality (B) FIIRT N T 3R IMreRasar s &

(C) Ignoring reply threads (C) TR FEN B ToRsfars; e

(D) For warding without consent - (D) & Irgafct 3 s
34. What is a virtual business meeting? 34, Teforer T o e ek 2
(A) A face-to-face interview | | (A) PN I L
@) An online meeﬁng_!{sing .digitgl_ t°°15 ®) Rfea svaxol gry @ “g maﬁ
(C) A social gathering GE |

: (C) WIS fem
(D) A group chat %,
35. Which social media platform is most used for ey
A ' 35. P 1 Wt Az den WeR Jeaidn &
professional networking? A s
fore weRY it s fosn S 22
(A) Instagram |
: _ A) 2 :
(B) TikTok (A); T
(C) Linkedin ®) fwis

(D) Snapchat | i . _(C) 5 E
- D vk
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36. What do
T engagement
0c1a1

media
marketing? 36. |t M o SR it i
" & FaT 7 2?

‘ (A) Like, comments anqg shares from s (A) =Hfdt o iz e _m "
1ence A

B) Company meetings (B) T %
.. © Signing df)cuments ) ©) RS R TR
(D) Advertisiﬂg e | (D) M=
37. What is phishing? 37.“RoRir 27
a) A form of online fraud to steal datg - | A) Trard T @ 3
@ sndngresumes ®) R sy s
- © Online gaming 4 4 © s a
(D) File downldadiﬁ s : '
7 B : (D) TRA S Fwe
38. Which of the f0110wmg is Not a correct email 3¢ ﬁq 3 B i @
31531313? ?
salutation? L e :
' (A) g mReameear
(A) Dear Sir/Madam - | |
| . (B) & drw
. (B) HelloBoss - _
. e R (C) FRUIT dFew
. (9] Respected,Ma'gm
. il B fra 2o
(D) Dear Dr. sh'armaA ®) il ,
39 The platform Zoom s commonlyused for what Lo “l:%ﬂmémm
quose? m%’
() Online gaming (A) 3iETE e
(B Vuﬁaimeeting o ' (B) TYHCT do
~ (C) File storage : ' | (C) ©I5d |IEYI
(D) Graphic designing e (D) Tife i
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40. What is the major benefit of social media 1N 44 Gy ¥ wyorer MfEAT BT e i

business? | (A) T ) e
(A) Wasting time ; GrACL Sl
(B) Fm 3tk gz & gEd 2l
(B). Promoting products and brand awarencss
) e e
(C) Private chatting
(D) & ¥ B T

(D) None of these
V) T y L y 3%32] W
41. What is the main purpose of using emoticons in 41, 3ifFcig A& H g &l g

outline communication? , 2ar &?
(A) The express emotrone .cvlearl‘y ) ¥ B W ¥ ey BAT
(B) To replace all words | .

----- 0 (B) W g B T

(C) To confuse the reader _
(D) To make message longer ©) |
(D) @i BN Tl BT

42.-Four-S's of commﬁhicati'or'l are- Tty
(A) Shortness, Simplicity, Strength.Sincerity ~ 42. TR & TR 'S'BH A §?

) Simplicity, Speech, Scientific, Soc,ial (&) ?rfaitaaT R, wife, ‘aazﬁr\?sr

(C) Speech, Schoolmg, Sprea'ci. Srmphmty ®) .
D) None of the above . |
( ) 5 R s (C) W' ng&",WW -
43. Organization Theory is written by-
‘ L o) WE I

L. (A) " William'scoft -
43, 9T ﬁ‘@"l?f (Organlzatron Theory) %\q‘c\ﬁ TRT

(B): -Newman & Summer- -

(C) Matthew forar mg?

(D) James (4) faferm wie
® = 3R T
(€) #7
(D) 3=
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44. Mock interviews mean: 3
(A) Actual interviews

(A) TRAfdS TETedR
(B) Factual interviews

B
(C) Practice interviews (B) TAHS H&THR

(D) None of the these (C) SIWT\‘?I il
45. Proper sequence of any interview is - (D) T J D T
(A) Selection, SCreening and final . 45, T o weToR @& 9 35‘1 T 8P
(B) Scréening, Selection and final (A) T, g ok Frofias
(C) Final, Selection and screening - (B) BeH, W'SﬂT Pt

(D) Allof the above (©) Fofas, aa+ 3R B .

46. g
.On the__itis possible to get immediate feed
back. . () o
‘ (A). Letter 46. F5T wTeaT R TR WEHAT WG BRAT A &2
(B) E-mail (A) T
- © Télephone Al ® %W
(D) Fax - © edhem
47 Sémantic barners in éonimiihiéaﬁon arise due (D) Paa
S0k i 47, R ¥ T e R SR 3 B &P
Ambiguity in- and wrong: ' A oo e M
() Ambiguippn e = ¢ (A) TR B FRTEA AR T B W
interpretation of words.
5 e |
(B) Environmental noise ‘
(C) Physical distance between sender and ® ST _
receiver © S i st &5 4 30 9
(D) Ta B S |

. (D) Lack of time
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48. Which of the following is the most essential 48. FrftiRad ¥ } pep gy R T @1 T 9

element of an effective complaint Jettér?

A

(A) Emotional tone

“(B) Clear description of the problem and

expected solution.
(C) Personal remarks about the recipient

(D) Use of complex vocabulary to sound

formal.
49. Which of the following is a major risk of using
social media for business communication

(A) Global reach
(B) Instant feedback . »
(C) Misinterpretation or brand reputation
damage
(D) Cost reduction.

50. Which of the following e_moticohg is appropriate
for closing a friendly yet professionzﬁ email?
(A) Smiling face
(B) Sad face

(C) Face with tears of Joy - -

(D) Neutral face

IS T Phe-a7 &2

(A) TN sy

(B) TR 3R 3y peqrerl Y TIC AU

(C) IR R gy frof

(D) HMTTRG & ¥ fp 7t = B
wanT

49, TG A # A A s g o1 v

ggqgshﬁgnﬁhm%?
() 4w v
(B) et S
©) wmﬁﬁ%aﬁsﬁﬁw
(D) @ma H |
50, Frfefag & ¥ - FAREH U
e R £ Y T B BRI
Y
(A), TR ¥
(B) ¥ U
(©) g gt e I
(D) T



