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Instructions for Candidates
1.      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.

EFTj¥ iS fat iafu
I       gH T¥T-tTa a find @ en{ tr TTv iatife RITiTt]{ 3Tqi]T ffl5rfe frm I

2.    whTajfa3a{ani
3.     rfuTTjta3irtmiT¥ I
4.     EHiTFT-tfai5Tt3iR 3fmz]TfanfanTqT rna.afir,afaTdiGirdffl7TTenFitinrfu I

1.      (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)

(iF)  faha ira5T{ d} dr Hqdeff i} Tfro ch qRrfu qEN*i

(RT)  #ch ch rm ch a faT 9ffiEf€ (tfiBaEF) rfu qged a» in fu a
Frm di qwh ch qfirfu ed gHa;T 3fro iie qENtri
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(iF)  qaHFT S wh qfr fflT ed €7 3ftqrfu wh 3it erjhaRaT wh ifl iaindi
3it ed tT{ ed qPrBTTi

(RT) wh i} fauFfi ¥ wh a ch a TRrfu irml Hiq ft, wh a enra 3ir
anth guT 3it ch ch qTen irmi

2.      (a)    Define the difference between the Active Listening and passive Listening. (8)

(b)    Suggest a few attributes for good listening.                                                          (7)

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 Intelpersonal communication
skills". Justify.                                                                                                                               (7)

(iF)  rfu RTUT  (ed)  3ft{ iaffu SRTUT  (ri) ii rfu 3fH a Tftrfu qENiri

(ii)  er5a erquT  (at) a fir i5a goT vi fiur gaTFTI

en

(ffi)  erquT (ut) a 3m iFT fflT ch a? in ch rfu a ut th jit 9FT i?
i- qPrRTFl

(iF)  "grit qTrfu in fro iFT ri en iTEEF ¥» rfu iaiE iRIi

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`h 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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a)   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)

(iF)  mTrfu wh S, ffiTm 3it ipien iFT 3a]T a JT5ii f fin fiTt5ETFT 3ir HtEaT 5T
© €i faaffl rmi

(ia) " rm fit 3TIT giv ii57Ta, RI RT fas, ri fen a giv ha rm
¥1  20 F a an qT@ fro S uT]T a} ii ft wh mzFT wiTqff ch ca wh wh
anT ch frm 3it era EltF iiTta 5ed ch fry RE rmi

en

(ffi) ife Htgfa am 5T ifflT ed €? Qa faith de aaTH, ch Fwh Tire Ht5fa
HIr ed a faq 3Trqffl ¥i

(RT) wh i} ri7iF a sp S, rm rd TT5ch ch wh iEi5 ch di ed i} fir ft
ch wh farfu Ttdrif 3it a a ri ¥ st ed gr vat fa3ft Ta iFT wh fro
qPrBTTl

4.      (a)    Define the role of the Manager in group discussion.                                        (7)

a)   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.                                                                                                                                  ( 8 )

a)    As a candidate, how will you appear for an interview? List at least seven
important steps for which you prepare.                                                                 (7)

(iF) fig ed S riraT dPr ed-ipr a qfirfu qPrBTTi

(.H) imeTrffii{ a fro Ta ch rd Hed. ch q5fa 3ir qqiR ch TRrfu ani

en

(iFr)  Hxp ed Fit HtFa aFTfl5}. i} fir q55 `iHT q±'  3ir `ifflT I qR' ifr fia" aENtri

(H)  vqT 5fu a 5T a, 3m iiTeni5i{ a fir ira 3qRFT an 7 iF;F a 57T HTa q8ap
wh ih @ qaTFT ian ern th iF{ ta 81
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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 ofa 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.                                                                               (7)

(ffi) ts i} rty (fiap 3ffi flRI) i5T car T5EF €7 try tr F5d HFF rfu
far wh nd fifiPr fi53ff iFT ife ed i* qTa va th dr qPrfiri

(RT)  qqHTZT RE di wh 3it aen3z-a anEFT iFqT wh a?

en

(F) fro (itRT) a Ted rfuffi a HT an Fidi rfu7 ck fro a 3]tzier i}
rf -gil tR th wh aPrftri

(ii)   i4tq,iach<`H  ch a  3TTi]¥z7iF TEap Efro fflT ¥  3ft{ g=zi  ii<q,iacn``il  a rmq @i- rml
6.      Explainanythree:

(a)    Verbal Communication Vs. non-Verbal Communication

a)   Group conflict

(c)    Web conferencing Vs. teleconferencing Communication

(d)    Structured vs. Unstructured Interview

(e)    Role of a Secretary in a meeting

iir a a fca fu th EqTfflT qENir :

(5) TifiaiFT wh am dr-iHha wh
(iF) ng th
(TT)   aF Firfu aim EeF\chT:i;ia.I ir

(q) rfu - 3rfu enenffl
(iF)  fro (itRI) a rfu ch gr

(5x3)

(2500)


