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GENERAL INSTRUCTIONS / s e
1. Attempt all the 50 questions. Each question carrieg | mark.

m?rsomaaa%%ulmlaiasar‘s‘l

2. Make sure that your question

-booklet has all the 50 questions, Defective booklet can be changed
within five minutes. '

Read the instructions given on question-booklet and OMR sheet, before starting the answer. A[]

entries should be filled by Blue or Black Ball-point pen,

3 R 3 7 e o o g SR e o o e gt
o 3 v 42 8 o, o |

Select the best possible answer and darken the correct answer A or' B or C or D in the circle
N c‘orrespondipg to that question in OMR answer sheet with black/blue ball-point pen. Answer if

lllll N

written in the Questions-deklét; will not be evaluated.© ’

N ,,‘ﬁE_WﬂRﬁEﬁAE_BﬁT,CWDﬁﬁHﬁﬁ?{ﬁmaﬁ ﬁwmmsﬂa%sﬁawa

5. Incase of any 'dilﬁ'eren‘ce.bclcvlll/ﬁﬁg between Enghsh and Hindi version, English Versibn shall be
deemed as correct, -

P 0 5 R € e

6. In case more than one circle i darkene
- ;hg'answer once written should not be

afe v 3 31 g9 @ ey
T 3R & T afke|

d Black/Blue, it would be treated as wrong answer. Hence,

changed. ‘
OTT/e e apay &, it 3% et 3R A7 ST mauasanf%i@r

7. No marks will be deducted for qQuestions pot attempted or wrongly answered.

@ﬁﬁwmmwmﬁ%qﬁmmffl
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Do not make any stray mark on the OMR answer-sheet. Do not fold the OMR angye sh |
Sheey

Rough work must be done on the blank sheet provided with question-booklet.
) 0.3, FR-He R 5 YR @1 vgar fire 7 | 3L, IR-YE B 7 W 15
amﬁm-gﬁamﬁ?iaﬂmﬁfq&sqzé’ra‘il

The OMR answer-sheet will be collected from you at your seat by the Invigilator at the end of
examination. No one will be allowed to leave the seat unless he/she has handed over Question-

Booklet OMR answer-sheet to the Invigilator.

e % 3 # 3. AR, FR-Ae, uﬂﬁmmmmméﬁwﬁaaﬁaﬁm |
5 vl et o 3. o, 3R, R~ vafia 7 a &l I, qamel @ T TH | 3 B

grpafer T @il
Any candidate found removing pages from booklet will disqualified and likely to be prosecuted as

per University rule .

Mqﬂm@aﬁm-gﬁa&%wmmﬁmmﬁnﬂmmmemmm
¥ Pl & st SFET BRI B e

Use of unfair means for copying or copying down the questions from booklet will disqualify the

candidate from examination.

Qﬁmﬁm?qmﬁrammmmm-gﬁamémm%ammmmmmm
el & e & s 7= e

Mobile, cell phones, Calculators or any such electronic devices are not allowed in the examina-
tion hall.

Arreat, SOH, ST T 3 SR D 0T G- 7@ B I 8

Complaint against the question (s) in booklet, if any, should be submitted to Centre Superinten-
dent just after the examination.

f;ﬁ-msuﬁmﬁuﬁa@mmm@aﬁmmamw
|

No candidate will be allowed to leave the Hall before the end of the examination.
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1. What is the main purpose of Business | mwﬁﬂ@mmép

Communication.

(A) Entertainment

(B) Information sharing
(C) Gossip |

(D) Story telhng
2. Whlch of the followmg is a channel of
Communication?
(A) Gesture
(E) Letter
iy (C) E-Mail
(D) Allofthese. - "~
3. ﬁe process of | cdtﬁmunication begins with-
(A) Receiver |
(B) Message
© Sender- A
(D) ‘F‘eedback o
4. . Communication is a-
(A) One way process
(B) Two-way process

(C) Random process

D) Static process

12 SECSITIN Gaongy

(A) TR

(B) IaT TR SRAT

(©) T
V(D’) B! GAAT
PR 3 2 9 R o e

(A) g@Hd

(B) UA

- (©) $

(D) Eﬂﬁm?f

: Wﬁma‘s‘rwaﬁ\%

(A) TR
(B) ¥a@r
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5. The feedback in communication means- 5. ¥R # wifosan

(A) Reply from receiver LK (A) P wfcsper
(B) The medium used ‘ (B) 3w fopar AT HTEAH
(C) The sender's message (C) I I il
(D) None of the these . D) T ﬁ DI Tal
6. Non-Verbal communication uses- 6. stfa TR & m 2 -E‘}
(A) Words | W
(B) Symbols and gestures ' _
(B) Wdidi 3R BT FI
(C) Reports
€) Ruetar
(D) Notes
| TR (" (D) eH @
7. Which of the following is not a barrier to .
Cbmmunication? ‘ ' 7. FEEY GAE ] TR oY 1T &Y 29
(A) Language difference’” " - (A) e 3R
(B) Noice o ~ (B) R
(©) Good listening | ©) 3 oy e
D) Emdtions D) . A
b The - L
Process of converting ideas jntg words i : ;
o o Rt et o e s e 22
' A) s
4) Decoding @
" )
(B) EHCOding (B) waifgn
R :
) Channelling © dafsr
O ' ‘
ol ©) R
SRe R 7Y
SIT'104 (840/2400\ } il
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§ Which oﬁe of these is a formal channel of ¢ 3:|-£; J B m TR &7 Wre 27

Communication? ke f (A) PRI T
(&) Office Memo ! X B) @ﬁ
~ (B) Gossip ©
(C) Rumours | :
D) 3FNEIRS e
(D) Informal talk o '

10. Which of these improves Communication 1057 9 B C . d
effectiveness? - i : (A) W& ﬂﬁlﬁﬂ[

(A) Proper Feedback

(B) R
(B) Noise g
(C) 9T
(C©) Emotions _ :
"(D) Prejudice ( ), w

| NRAE B WHEEE el Gy 11. &ifcrst FaR @1 JareRor B &7
11. Which is ap example of horizonta] g

Communicatiop? ' ’ (A) Y& 3§ HIR

(&) Manager to worker

(B) & WeT®I & S
B) Between two Manager (C) e ¥ TRRR
- (©) Boss to pegp ‘
(D) Teacherto student | (®) R 3 R
12. MPo@nce of businegg communicaﬁon is- = IS SR i
(A) Helpsin decision-maki,lg () fofg om & weErgar axar &

(B) Creates confusion (B) U 3 PR &
(C) Wastes time

| : (©) WY e aRaT

\ (D) Reduces team work - | A
(D) Ewad UeKT § #
C-12 SEC-51T-104 (840/2400) ,
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13. What is the most important quality of business 13, ARG T B Ha qﬂﬁgﬂf Terdwan sy 3
1 » ?

letter? : | *) Fl'éﬁ
A) Le _
®) ngthA (B) Wl
~ (B) Clarity -
| (©) W
(C) Decoration _ '
(D) X
(D) Colour
14, R B R T &7

14. What is the purpose of circular letter?

A) o T 5 a8 e Wor

(A) To communicate the same information to

a large number of people | B) feremrd FRA
(B) 'To complain (C) FE B FAR AT
) To advertise a product heigd & (D) 5 @1 3B oA
(D) To invite someone | . 15, ST 51 3 e e T 2
15. What is a memo used for? S (A) FiaRe FaR
(A) Internal communication
| B) fasm
(B) Advertising ,
(C) Public notice
D) Rra
- (D) Complaint
16. ey g &

16. What js a tender?

. | . - .
(&) An offer to supply goods at a fixed rate () R R ¥ I -

~ () Acomplaint ®) froma
©) An order | © sm
(D) A memo D) T
CalY  omvm o o i i & 1}’,1:0']
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it of a business letter contains the 17, SIS T B -9 {0 a5, ey o
17, Which p

senders's address? | R ? |
(A) Heading 1 T (A) ¥w
®) Closing (B) T ¥m
(C)' Body " (C) A
(D) Postscript (b) R
8. Mines of meting are prépared o 18, 455 B SRIATE (Minutes IR 2 T & -

(A) Recbr’d the discusélion’

(A) TEish o as? oo s W%
B) Advertise

(B) Wewi ot 3mifya fvam 57 T%.

(C) Invite members

‘ (©) o feam o w7
(D) Send order | ;
| | D) T T ws
19. Ashort written note used within an organization
is. 19%%%%%%&[%3@@6 !
(A) Memo | | et peeTIaT %?
(B) Notice (A) an:[ . . g
A ~ (©) Report (B) T S | ‘
(D) Agenda : ' © ﬁq}é ; :
20. When 18 a circula letter writep (D) a;m
(A) The compdny changeg addregg 20, qﬁqa Ve %@ ST 22
(B) Someone Ref: . ' AR 4
Ne Retireg (A) MWWWW e f
(©) Anew progye 1 | e | " e
o e B) &t & e 23 ) AT
(D) All of thege &
© T 3w  30 w
C-12 SECSITH04 (g, 0 ©

y ¥
e —
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21. Which letter is used to invite quotation from 21, BH-81 T FgfcidTia & o ST (quo‘(atlion)

suppliers? | e 5 fere s fepan e &2
(A) Tender letter (a) o o |

(B) Order letter (B) e 7

(C) Complaint letter (€) R

(D) Appreciation letter (D) Wi U3

22. Which of the following is not a form of oral 22.Fet ¥ & I 1 HiRED IS HaIR B ¥4

business communication? T2
(A) Interview N (A) SEOR
(B) Mecting | b B) ¥
(©) Memo © &
(D) Group discussion G (D) -Wfﬁﬁ |
23. Which visual aid is commonly used ina 53 mgﬁﬁﬁm aﬁqmqmw
business presentatlon‘? | ‘ TN BT &7
() Diay A) R
(B) Power Point Slides (B) qmcﬁgg
© Cglculator 4 _ (C) W—a
| (D) Memo pad
| WL
24, During o group dlSCllSSlOl] whlch approach 4 WE Tt # st wewii 'ﬁﬁfﬁ'ﬂ'ﬂ’ A
*nsures maximum participation? EBI N 2
| , ) Encouraging quiet members to speak e
2 A) mmaﬁraﬁaﬁ%ﬂmm ‘
B) Dominating the conversation | B) e R i &
© Ignoring othgu‘s opinions i © mm_ o AGL f
| (D) Changing topics fréquently | ' . st r ‘l f
L C-]; SEC-511-104 (840/2400) y 9 % Waﬂ ﬁmm ; A
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25 In a professmnal interview, open-ended - 25. Euamﬁms bR § Igﬁ m @1 T 1?\3311[ 4

' questions are used to: ST &

(A) Get detailed responses A) ﬁ?ﬂﬁ IR A6 & & e
(B) Limit answers to 'Yes' or No' (B) &a ‘& ar TR 95 W @ % ‘
. (C) Confuse candidates : o

D) End the interview early ©) iR a:’r yfr aﬁﬂ? e
26. Which quality differentiates ap excellent PO e

- (D) ETR S T a7 B R
presenter from an average one?

| L 6 e e @ o @
" (&) Readingslide word by word | t

O TRl &7

(B) Audience engagement , Z

' ' (A) W3S wI=wr: v
(©) Monotone gelivery =~ W ~

- L | (B) shemsit @Y Sy
(D) Avoiding questions £l ' §

; o A
27. Which statementaboutpowerpoimpreSentatlo ©) & T ¥ sewy

is true? . : (D) ¥ % e

(A) Slide should replace e Spesker e, 27.Wm'a;aﬁﬁaﬂ=f—mmmé?
| ely | |

(B) Slidesare support togs, o Subsiyeg g, (A) ¥T5S B 7w o g 3 k) Tifee|
r ’ .

communication

®) TS SE0 v 8, s e

(C) The more text, the better the Presentyg, el
: n ‘

(D) Animations are essentja] for © for arftres mﬁaﬁ?mﬁ

L

professionalism | ' D) WrRar $ R R S &
.12 SECSIT-104 (8402400) o
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28.In professional oral communication, which 28, D Aiae TR & B F Ry A
strategy ensures maximum audience retention? - @} WeY 3B THIfGT BT &?

(A) Using stories and examp__lgs to explain (A) ﬁ?ﬁﬂ BTy & R saft sk 5

points | ' R I
(B) Reading all data monotonously (B) ¥ e @1 0 & T ¥ v
C) Avoiding visuals to focus on text :
© ° | (©) 73 el & T
(D) Speaking continuously without pause
(D) 5 w6 TR Sie
29. During a telephonic conversation, one must:
29. eI arafeny & dRM wfad @I aIiee fo-
(A) Shout loudly
(A) IR ¥ feewme o
(B) Speack clearly and courteously '
B) W 3R fomwar & dr
(C) Keep talking endlessly ®) ;
(D) Avoid listening © ._ w
30.The first step of an effective telephonic 0) gHdw
conversation is: CR 30. 5 Sl aetf aoT e aRo &
(A) Asking questions A - (A) W
(B) Greeting the caller B) WVFRET 31ﬁaa1a=r Casll |
(©) Ending the call : 1 | (C) P TG HAT |
D) Giving instructions i (D) R e
31 Wh , R Y
Which part of the email summarizes the main 3] 3-Ue T Pl=-r W I Wl aﬂ vy HEH?'T
Message) kil ‘ Ny &
% | g?
(A) Subject | 74
(B) Subject line @) R i
) Si
lgnature ® SR
© ¢ fielg
© RN oI
(D) Greeting .
(D) 3ar
Q~12
SEC.
\ o C-SIT104 (34072400 11 S
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; ¢ ) m o JIEE
32. The 'CC field in email stands for what?‘ 323 '§.‘ fl?l ¥ ‘CC’ F HYJT o,

J Q) ﬂﬁﬁu uﬁ-r
(A). Central Copy | ,
(B) Carbon Copy | @) aﬂé'-'-rl,'lﬁ |
(C) Corporate Communication | ©) fm@' W e
D) Conﬁmzed Contaét | D) ‘ﬁfﬁw ITCITWI?%
33, Whlch of the following best represents 7 gﬁa T & ‘THT ﬁmﬁm G K )
netiquette in email writing? FETEROT BIF-TT é?

(A) Writing in all caps

(A) w7 3R B 0 & fore
(B) Avoiding slang and maintaining forﬁlality

(B) S 7 ik e Resar @y < y

(C) mmaﬁmm

© Ignoring reply threads

(D) For warding wi’thout.consent \

, . D). ﬁmmmﬂm
34. What is g Virtual businegs meeting?
e it b 34@3%%%3@7%%?
(A) A face-to-face interview 3
e oy (A) 3TF-AFH WETHR
(B)  An online meetmg usmg di e
gltal tools . . iF
7. e ®) fEforeet svamvil arr o 7 st dom
©C) A social gathenng : -
(D) A group chat ' ' 2

D %
35 Which soclal medla platform is most used for T

professiong) Networking?

35, <1 e e o e oo
(&) Tnstagram, ) fore st 3ifres waivr e s
(B) Tik Tok (A) Fwerm
(C) Linkedin B) Racis
(D) Snapchat © Riges
' D) wrke
C-12 * SECS1T-104 (840(2400) |
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36. What does "engagement" mean in social media  36. rereT Afsar ArbicT H ‘Tl &I T 3F
(A) ol @ wic fwfrl ik T

marketing?

(A) Like, comments and shares from audience ®) 3 % &%

ti .
(B) Company meetings © 5 W FEER
(C) Signing documents
(D) fasm=
(D) Advertising
37. "R @y &?

37. What is phishing?
(A) 8T TR & B JifTerg eiaTersy

(A) A form of online fraud to steal data

() Sending resumes (B) R st
(C) Online gaming (C) e e
(D) File downloading (D) W TeE ey
38. Which o the following is Not a correct o :
salutation? Db Pl 4
(A) Dear Sit/Madam B W
) Hello g, (B) &a afy
(©) Respected Ma'am | b © oty ey
() Dear Dr. sharmg N D) B o o
39: The Platform Zoom js commo | 39, T
s nly used for why ;::,WW fe sty < s e
(4) Online gamip
B) Virtyg meetin (A) %ﬁa
©) File Storag ®) YT do
) Graphic degjg;, 9 DI ¥tz 4
. -
e SIT-104 (84012499) . Y R
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40, What is the major penefit of social media in 40, T 3 Qe A & S T
business? (A) T = gaid

ing time § ,
(A) Wasting © B) 3Rl 3R iz @ waH B Fgrar e
(B) Promoting products and brand awareness
(C) =i T

(C) Private chatting

(D) None of these ; (D) 37-1'3{ ¥ aﬁé :@

41. What is the main purpose of using emoticonsin 41, 3ﬁ=|a'|3:[ Tae o yﬁﬁaﬁ:{ & = RIT T

outline communication? o ParEe

(A) The express emotions clearly o = |
ST (A) HEIE B WL T F T BRAT
(B) To replace all words

T e wie 9y - (B) T4 = P Taw
(C) To confuse the reader
(D) To make message 16ﬁger GRS
. Q.'Fou’r S's of éémiriﬁﬁica’tidn dress o - (D) Eié‘%il’fﬁ ol Xl

(A) Shortness, Simplicity, Strength Sincerity ~42. ¥aR & TR 'S' B & &?

(B) Simplicity, 'Speech, Scientific, Social (A) Hferaar, TRer, o, T
(C) Speech, Schooling, Spread, Simplici | o

' s PRI {ty (B) Rewal, Ab-cbell, s, ot
(D) None of the above

N (0 o, R, VR R
43. Organization Theory is written by- ‘ . R

(A) William'scoft A (D) IR H W B
(13,), Newman & Summer - . .43.!@'716?%?5(!?[(OrganizatfonTheory)ﬁﬂaim
(C) Matthew ‘ " Rrarmndy |
D ' —

(D) James @) @i
® HdkER
(©) #3
| D) 3=
c-12 SECSIT-104 ®onagy ., ®)
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44 $exey. 1 o &

44. Mock interviews mean:

(A) Actual interviews (A) TR PR

(B) Factual interviews ®)

C) Practice interviews

O v (C) IR DR

(D) None of the these ’
(D) F A DK Tl

45. Proper sequence of any interview is :

45, Fodt & ETEPR &1 Tl HH T &7

(A) Selection, screening and final

(B) Screening, selection and final (A) TI, &ré 3R For
(C) Final, selection and screening (B) 5ET§ a4 3R Fofas
(D) All of the above ©) Frofas, aa= 3k e
46.On the it is possible to get immediate feed i |
(D) IR
back.
O il 46. fove wTezm R qRea WihaT W AT NG &7
(B) E-mail (A)
(C) Telephone (B) $a
o Py | © e
47. Semantic barriers in communicati i
1on arise due
D
N | © & |
o 47. AR ¥ 3 iRy . . Jee/
'~ (A). Ambiguity in message and wrong i tew T A e
interpretation of words. (A) e I AR gl B e |
(B) Environmenta] noise a3
(C) Physical d
) Physical distance between sender and (B) Wil sk & ;
receiver . /‘
(C e el
D) Lack of time it 333‘3?&#
D) v H A

C-12
SEC-51T-104 (840/2400) 15
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" 48. Which of the following is the most essentlal 48. FrfeiRaa & ¥ v yudt Rioraa & &t m

element of an effectlve’complalnt letter? NTITF dd P g?

(A) Emotional tope | (A) WS ST
‘ iption of th bl d - | LA
| (B) Clear description 0‘ e pro em an B) W sk mﬁfmm&mmm o
expected solution. g
o, . () ;niaaﬁf R FIfeTa o
(C) Personal remarks about the recipient

D) ﬁwﬁaﬁ@#as%va%awﬁm

(D) Use of complex vocabﬁlary o sound

formal. j , & |
¥ | 49, FFHIRIE FaR ¥ Tret W & 35 @ 0
~ 49. Which of the following isa major risk of using B e EISES
. | , ,
social media for business communication T AN B ¢ j
(A) Global reach ' . i (A) dRaw uga
®) Wstantfeedback  (B) T s f
' : f
(O Misinterpretation or brand reputation '(C) el AT 1 s b Bl @
damage (D) e & |
(D) Cost reduction, 50, I% ﬁla § a?h'ﬂT gq’rﬁ;asﬁ 3 ﬁ‘l"f | : f .

50 : : g FA S o
Which of the follQng emoticons is appropriate = mﬂm gﬁ’a P gH Wﬁ'a; Juged

~(A) Smiling face & I I
®) Sad ace | (A) T IEC | g ~
(C) Face with tears o¢ . () FTEUE o | %
(D) Neutral face | © Tho sifgalt @ e

' () T

c12 SEC-51T-104 (840/2400) '16
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