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Write your Roll No. on the top immediately on receipt of this question paper.
Questions 1-4 carry 18 marks each.

Each question offers an internal choice.

Part of the questions to be attempted together.

All questions carry equal marks.

Question 5 is compulsory.

Answers may be written either in English or Hindi; but the same medium should

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

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

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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Discuss the role of verbal and non-verbal communication. 9

Discuss the stages of an effective oral presentation and handling queries.
®

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

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

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)

Explain the nature and classification of groups in the context of group
discussions. ¢)

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 future of business?” (6+3)
OR
What are the different types of interviews? )

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
question: “Tell me about yourself.” (6+3)

“Effective meetings are crucial for organizational communication.” Discuss
the stages of planning, conducting, and evaluating meetings, and the role of
drafting accurate minutes. ®

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

OR

Discuss the various types of meetings and their purpose within an organization.
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(b) Discuss the features of a good listener and the barriers to effective listening.
Suggest strategies to overcome these barriers. 9
Write short note on any three the following : (6+6+6)

5.

(a) Business Letters

(b) Nature and Types of Interviewing Questions

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

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

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