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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.
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1.     (a)    "An effective manager must be a skilled communicator who understands

both the spoken word and the silent signals." In the context of this statement,

discuss  the  role  of  a  manager  as  a  communicator  and  how  effective

communication contributes to leadership success.                                            (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)    Explain the meaning, objectives and process of communication.               (9)

(b)   Analyse the benefits and potential drawbacks of grapevine communication

within an organization. How should managers respond to it?                      (9)

2.     (a)    Discuss the features ofa good listener and the barriers to effective listening.

Suggest strategies to overcome these barriers.                                                  (9)

(b)   Discuss 7 Cs of letter writing. Discuss the various stages in drafting a sales

letter (within 70 words) mentioning order information for a product or service

given by company.                                                                                                 (6+3)

OR

(a)    What are the challenges and etiquettes associated with web-conferencing

and Taleconferencing communication?                                                                 (9)
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(b)   Discuss the principles of effective writing. Also make a Job  application

to a Company mention in about your area of interest and experience for

it.                                                                                                                                              (6+3)

3.     (a)    Highlight the role of managers in group discussions. Write a short note on

group discussion on the topic: "Is remote work the future of business?"

(9)

(b)    "Interviews are not only defined by the questions asked but also by their

structure, setting, and the communication cues exchanged." Discuss this

statement with reference to interview formats and communication dynamics

involved.                                                                                                                                ( 9 )

OR

(a)   Why  is  group  decision  making  more  effective  than  by  an  individual

working.  What  elements  of  group  decision  making  process  make  it

successful?                                                                                                                              (9)

(b)   Differentiate  between  structured  and unstructured  types  of interviews.

Verbal and non- verbal aspects of interviewing which one is more effective

way?                                                                                                                              (6+3)

4.     (a)    Explain the process how to conduct a Meeting with suitable example.

(b)   Write a short note on Business Reports and proposals.

OR

(9)

(9)
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(a)   Discuss   the  various   types   of  meetings   and  their  purposes  within

an  organization.  Additionally,   explain  the  importance  of  leadership

skills   in   conducting   a  meeting   effectively   and   ensuring   active

participation.                                                                                                                        (9)

(b)   What is the effective ways to present the E-Mail?

(c)    Discuss the purpose of Business Reports and proposals. (6+3)

5.     You are a team leader at a company, and you've recently observed issues with

communication during both in-person and virtual team interactions. Despite having

regular meetings, there is a lack of clarity in the way some team members express

their thoughts, leading to confusion and delays in decision-making. You notice

that some individuals tend to be overly formal in their communication, while

others avoid speaking up altogether. This is affecting the overall productivity and

morale of the team.

Your task is to address the following :

(a)    Analyse the communication styles within the team. How would you assess

the differences between formal and informal communication, and how would

you  encourage  a  balanced  communication  approach  to  improve  team

dynamics?                                                                                                                          ( 6 )

(b)   Discuss the key barriers to effective communication in the team, both in

meetings and in written correspondence. How would you propose overcoming

these barriers to ensure smoother communication?                                         (6)
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(c)    Explain the role of active listening in improving communication. What strategies

would you implement to  promote  active  listening  and  ensure that team

members are fully engaged during discussions?                                                (6)
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