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Qr.A. c,,oo,* il,. .o..*.tT?,1,1,,f.1['5it:[t"T;,?il,]j"rv 
ancl carrv equal marks

1' rel'ers to a urectir-r-9 for clisc,ssion or an exchange of views.
a. Group b. Meeting c. Interviews

2. Paperwork is rhe responsibility of the

Marks: 75

{8 M}

a. Chairman b. Secretary c. Clerk
., allo',r,s rveb touls

Lt. Skype b. Web Pages c. Webinar1.A a plan ivhicir shows the positio,s of differe,t parts of the ietter
1q

d. Conference

d. Manager

d. Video Conferencing

d" Application
a. La1 out b. lntenriervs

5. The candidate shor-r

a. Ph!,sically b. Ahvays
6. The person r.vho gives ihe inten,ierv is known as

a. lnierviewer b. Boss
7. ln the AIDA formula. I stancls for

a. lnterest
8. BCC stands lbr

a. Blink

b. lncou-ie

himself to deal rvith different types of interviewers
c. Mentally d. Never

c. Sub-ordinate d. Interviewee

c" Involverlent d. Insider Address

c. Theory

Carbon Copy
b. Black c. Behind d. Blind

Ql.B. (cot _ co4) (R & u)
1. The candidate nrust arrive j,st in time for the inte^,iew.
2. An OHP is transportable.
3 Audience analysis gives you the basis fbr.presentation.
;1. The grorrp discussion is a debate.
5. The interviewel must ensru'e that the candidate is wonied.
6. Agenda must be kept secret till the rneeting begins
7' Sumnrary means short syr-ropsis or outline of tn. in-iporlant ideas of the passage

Q2.A. what are tlie Principlcs of Efl-e ctivc presentarion (co I ) (u & Ap)
Q2.8. Draft a prese,ttrtio, fbr college stucrents on NEp 2020 (co I ) (Ap)

OR
Q2.c.what are the com,only askecl cluestio.s at Interview'j (co2) (AN)
Q2.D. Discr"rss the various t1,pes of inter-vieu,s. (CO2) (U)

Q3'A' Draft ein Application Letter to CRISIL Con4rany for applvirrg for the post of Accouut'anr (CO3) (Ap)
Q3.B. Prepare a c'letailed Curriculur.r-r-Vitae. (C03) (Ap)

OR
91.C. Write an Inquiry Letter to I{DFC Bank regarding Opening of Cunent Account. (CO3) (Ap)
Q3.D. Draft a Sales Letter promoting Sales of a cellular Plione o1Apple Company, I-pLone - 15 (CO3) (Ap)

Q4.A. Write a Letter to Dell Conrpany for placing an Orcler fbr Laptops in your AMUL Company
Q4.8. Draft a first Collection Letter to a New Customer i.e. N,{r. Shahia Sdikh. (CO3) (Ap)

OR
Q4.C.Discr.rss the various T1,pes of Conferences. (CO2) (R & IJ)
Q4.D.Expiain the agercies lbr corsrure. protectio, i, hrcli.. (co2) (u)
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Qs.)Yrite.$.hqr.t.N.q.t.sr.p.n : (Co1 - Co4) (R&U)
1. Visual Aids 2. RTt
4. Gloup Discussion 5. public Relation

3. Consumer Rights
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