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(a) Define the classification of different types of communication barriers. (7)

(b) “Feedback is extremely important for making communication effective”. Justify
it by defining all the steps involved in the communication Process. (8)

OR

(a) What role does communication play in business? Discuss the characteristics
and forms of formal and informal communication (7

(b) Define the use of Communication in the decisions of Management.
Also, explain the merits and demerits of upward and downward
communication. (8)
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2. (a) Define the difference between the Active Listening and Passive Listening. (8)
(b) Suggest a few attributes for good listening. (7N
OR

(a) What is the meaning of listening? Is there any role of listening in the
communication process? Explain (8)

(b) “Listening is the most fundamental component of Interpersonal communication
skills”. Justify. (7)
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3.. (a) In effective communication, conciseness and completeness are as important

as courtesy and clarity. Discuss. (7

(b) You are Sunil Sehgal, Area Sales Manager, Reliance Trends Ltd., New Delhi.
Write a memo to be sent to all the branch managers to attend a meeting
to be held on 20™ June and to give a detailed report of the targets met so
far. (8)

OR

(a) What is an Oral Presentation? State the various skills required in presenting
an effective oral presentation. (7)
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(b) As the Manager of your Organization, draft a Sales letter to your customers
informing them of the special offers and discounts offered to clear the present
stock. (8)
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4. (a) Define the role of the Manager in group discussion. (7
(b) Define the nature and types of questions to be asked during the
interview, (8)
OR

(a) Discuss some ‘Dos’ and ‘Don’ts’ for successful group discussion
techniques. (®)

(b) As a candidate, how will you appear for an interview? List at least seven
important steps for which you prepare. (7
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5. (a) What is the importance of the minutes of the meeting? Prepare a structure
after describing the different points to be covered while drafting the
minutes. (8)

(b) What do mean by the structure and layout of a business report? (7
OR

(a) What preparation should the participants do before a meeting? And also
discuss the role of the Chairperson in the meeting. (8)

(b) What are the important skills required in making a presentation and explain
the impact of visual presentation. (7N
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6. Explain any three : (5%3)
(a) Verbal Communication Vs. non-Verbal Communication
(b) Group Conflict
(c) Web conferencing Vs. teleconferencing Communication
(d) Structured Vs. Unstructured Interview

(e) Role of a Secretary in a meeting
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