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Instructions for Candidates
I.      Write  your  Roll  No.  on  the  top  immediately  on  receipt  of this  question  paper.

2.      Answer  all  questions.

3.       All  questions  carry  equal  marks.

4.      Answers  may  be  written  either  in  English  or  Hindi;  but  the  same  medium  should
be  used  throughout  the  paper.
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I.      (a)    Discuss the process of communication with a suitable diagram.                  (7)

a)    Explain the barriers to effective communication.                                                (8)

OR

(a)    Differentiate between formal and informal forms of communication.          (7)

(b)    Discuss the ways for effective interpretation of non-verbal communication.

(8)
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2.      (a)    Listening is essential to effective communication. Discuss.

(b)    Discuss the barriers to effective listening.

OR

(a)    Is  there  any  difference  between  listening  and  hearing?  Explain  with
examples.                                                                                                                                   (7)

(b)    What is poor listening? How does it impact business communication?     (8)
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3.      (a)    What is the importance of planning and structuring oral presentations?      (7)

(b)    You are the owner of a company. Write a letter to a security agency, enquiring
about the terms and conditions for providing ten security personnel for your
new showroom at punjabi Bagh.                                                                              (8)

OR

(a)    Explain the steps to be followed for effective writing. (7)

(b)    You find an  advertisement in a newspaper for the position of Marketing
Manager in a company. You meet all the eligibility requirements. Apply for

the position.  Enclose your resume to a cover letter.                                         (8)
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4.      (a)    Discuss the role ofamanager in group discussions. (7)

(b)    What are the verbal  and non-verbal aspects of interviewing?                      (8)

OR

(a)    Write a note on group conflict.

(b)    Distinguish between structured and unstmctured interviews.
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5.      (a)    Discuss  the  process  and   importance  of  planning  before  conducting  a

meeting.                                                                                                                                        (7)

a)   Write   a  note   on  the   need  and   importance   of  drafting   minutes   of  a
meeting.                                                                                                                                         (8 )
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(a)    What structure and layout should be followed while preparing a business
report?                                                                                                                                   (7)

a)    Elaborate on the ways to effectively lead a meeting.                                      (8)
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6.      Explainanythree:

(a)    Email etiquette

(b)    Oral v/s visual presentation

(c)    Meeting Agenda

(d)    Group v/s in-depth interviews

(e)    7  Cs of communication
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