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

2.      Questions  1-4  carry  18  marks  each.
3.      Each  question  offers  an  intemal  choice.

4.      Part  of the  questions  to  be  attempted  together.

5.      All  questions  carry  equal  marks.

6.      Question  5  is  compulsory.
7.      Answers  may be written  either in English  or Hindi;  but  the  same medium  should

be  used  throughout  the  paper.

t5Taf ta iaTr iafa
I     iHH-qaifriinaiFTitrTTTfitfflfaFTTR HFT 6Trferm I
2.     iTFTi-4Hdraitri8 3fiT¥i
3.      Hatfr 5I¥T¥ {H 3rirfu faERTfin iiqT€ I

4.      HFffifr a]FT¥EFHTqirm I

5.      rfuHFIfE+ 3fqTtFTFT¥  I

6.     H53TRE€1
7.      EHiTFT-TTFfflffl 3aeqTianiaTthpEF arm¥afir, afa5Tenfted.tFTqTcaFngEFttinrfu I

1.     (a)   What are the different forms of communication used in a workplace? How
do they help in achieving organizational goals?                                                (9)

(b)   "Barriers to communication can significantly disrupt business operations."
Identify and explain such barriers and suggest practical ways a manager can
overcome them.                                                                                                             (9)

OR

(a)    What  is  the  role  of  a  manager  as  a  communicator?  How  does  good
communication, help a manager become a better leader?                             (9)
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(b)   Discuss the role of verbal and non-verbal communication. (9)

2.     (a)    Discuss the stages of an effective oral presentation and handling queries.

(9)

(b)   Explain the principles and steps involved in effective written communication.
Draft a brief and polite memo (not more than 60 words) from a team leader
to their team, informing them about a shift in the project deadline due to
client feedback.                                                                                                         (6+3)

OR

(a)    Compare the challenges and etiquette of telephonic communication with those
of web-conferencing and teleconferencing. Provide suggestions to overcome
these challenges in a business context.                                                                  (9)

(b)   Describe how the Seven Cs of communication contributes to  clarity and
effectiveness in business letter writing. Draft a polite inquiry letter (within 60
words) requesting information about a product or service you are interested
in.                                                                                                                                                (6+3)

3.     (a)   Explain the nature  and  classification  of groups  in the  context of group
discussions.                                                                                                                             (9)

(b)   Discuss the role of managers in facilitating effective group decision-making.
Write a short response you would give in a group discussion on the topic:
"Is  remote work the f uture  of business? "                                              (6+5)

OR

(a)    What are the different types of interviews?                                                     (9)

(b)   How do the place, way of talking, and body language affect an interview?
Write a brief response you would give when asked the common interview

questilon..  "Tell me about yourself. "                                                            (6+3)

4.     (a)    "Effective meetings are crucial for organizational communication." Discuss
the stages of planning, conducting, and evaluating meetings, and the role of
drafting accurate minutes.                                                                                         (9)

(b)   Discuss the role of email etiquette in communication and the key elements of
effective business reports and proposals.                                                            (9)

OR

(a)    Discuss the various types of meetings and their purpose within an organization.
(9)
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(b)   Discuss the features of a good listener and the barriers to effective listening.
Suggest strategies to overcome these barriers.

5.     Write short note on any three the following :

(a)    Business Letters

(b)   Nature and Types of Interviewing Questions

(c)    Purpose of a Business Report and define its main sections.

(9)

(6+6+6)

(d)   Difference between oral and written communication with suitable examples.

(e)    How can a manager facilitate healthy group conflict resolution during a group
discussion?

1.      (tF)  qFTfa¥ ck a iaftrFT tFqT ¥7 a tt.Iioli,.]cn ed ch FTtd ed¥ EanqEE
ed ¥?                                                                                                 (9)

(iF)  "wh E maTT®  OLilcitllRch if€ a wh rfu ifi{ wh ¥i" se rmTch ch
q5ffi Sit ed aqT tla HTqETRifr ffi ed life ri€TqT G¥ B t5{ H5tIT
€1                                                                                                                                                                     (9)

en

(tF) dfa Er RI a HdeRI a agiv tFqT €? al5T wh HdeTqT a aEffl aen ed S Esa
TEE tF{an a?                                                                                                                        (9 )

(.RT)  iHfa 3ir ft-itRFT ck Efr 9FT TR ed qENiri                                   (9 )

2.      (E)  Huh iftfiaE HE5fa 6it Hffi ch chTTwh i± adi tR ed Eifei                     (9)

(iF) Hun fRE wh ¥ rfu ias 6it wh. tfr tFTen rmi at ife a ffi th
ii fu {F RE 3it ifa imT (60 ffla a GTRfa ffi) 5T rfu dr trm,
fastetfirfuatFTI{OTqianfiHqzrth¥aEfflEri}ckS.3i%qpeiin
iHITl                                                                                                                                                   (6+3)

Eill

(tF`) Ean wh fl se air i± di ga]T aF-¥ffirfu Sit 2tlr`,q]t.ri.Ri.I, a
rm] qulqtliRch ed ¥ Fan TR tFTa®qfr a itr Ir rmi         (9)

(iF)  qa ri fa wh i± HTa-fl OHiqtiiiach T[a in S HT€aT 3ir mTTqth S ian
ha ed ¥i ¥EF ifa gtITE t[a (60 iTa t* aft5{) EFT Trfu ir ap ice.
an iin 3HTE tit in ¥ rfu ed ¥, 3Ha ri ¥ ifflffi FfRIi            (6+3)
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3.     (EF`)  ng ed E}fai¥HiS qPr H5fa 3it qfroEPr iHIRIT qrmi                  (9)

(-RT) Hrh t]g life th ¥ rfeffi th agiv T]I ed api =H iin ql ilg ed ¥
am ich ffi 3i]{ en, ch ire:  "tFqT gEq ed qE[HFT 5T aTfaq €? »

(6+3)

en

(-EF)  ffl8TTan i± iaitr HiFTt fflT ¥?                                                                                (9 )

(-iF)  HTen5Tt ri tqT]-, qTrfu iFT rfu  6it iTRE elrm ia5H ilE5T< mTffiET ed ¥?
enTF HTen5R H¥T S wh T]{ am iri iffin T5i]I @, ch life "S rd ri
Srdl"                                                                                   (6+3)

4.    (tF)  "tt.`ioliuq, chi} ft REasqEed ¥i» as qfrinch, tf-
edair©givfa.aed3fi{rfuiffifflTrfuinedtftaRI
q{ ed qrml                                                                                      (9)

(iF)  ck a rfu iarsETFT tfr aFT 3ir mTrat quiqttifach RE sir Htan a HgRT dEaF
TR ed rmi                                                                                 (9)

en

(-tF) ha Er afttt as a faRIiTq5R 3ir ed 3fa qR ed qrmi           (9)

(iF) ¥ta sT5a in ifi fiindi 3ft{ mTr@ ri fi wh wh maTdi T]I ed rmi =T
aTandi ch il ed i± itr TUTin® eel                                              (9 )

5.    RttirtlRqci ¥ a ia5=ff th TR tffin ian rm: (6+6+6)

(tF)   qulqtilRch  trai

(iF)  HTen5R HFff EPr H5fa air irqmi

(T)   qulqt,IRcb ias 5T 3tr 3it EHt± Ir 6TTTTffi ch qRrfu api

(q)  ire 3fi{ fafin ck i} rfu GqgqH 3fflEch a enpr 3fae qrmi

(a)  ¥F rfeTqT Hg ed i± at iqFT HnI ffi en€IFT th givIT tsa H€FT EI H5aT
a?

(1000)
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