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Total Marks: 75 marks : _ Time: 2'.'/:.'hr:-s.

N.B. All questions are compulsory

I (A) Match the Columns: (Any Eight) - § AN N (Oﬂmarlts)
(1) Encoding (a) Mass Col_mﬁu!‘i'icat_i.on :
(2) Blogs with Photos (b) Needs Mental Diﬁcipline E ;
(3) Kinesics (c) Innadu;;es the Sender to lhe Rece‘wer
(4) Hierarchy (d) Levels of Authonty and Power : 4
{5) Semantic Barriers (¢) Providing Llp Seere :
(6) Fake Listening (f) lnvo]ves thc use of éommon symbols
(7) Good Listening g PhotoB]og :
(8) Letterhead (h) Body Language
(9) Post Script G Related to. Language a J A
(10) Address to a Large Group : Uy Extensmn of the Body ‘ﬁfthe Lelter s
(B) State whether the following are: l"rue or False: (Any Seven) ; v ; (07 marks)

a) Jobs may be advertised through webs;tes but: apphuahons shou]d never be sent through e-rnail.

b) Use of Jargon shows command over language. & s
¢) Listening enables understandmg of a message: G _
d) A communication gap can be created due toa pgychulogcal barner to: communication.
e) A virus protection software scans incoming mmls '. R S i

f)  The Inside Address isa compulsory part of a business letter.

g) Grapevine i IS a fmmal chanm:] ofcommumcatwn :
h) Communication by touch is a type of‘ non-verbal commumcanon
i) Emailis aslow means ofcommumc__@t_m_n. S

j)  Communication should result in an understanding response.

2A). Define.Cofmtunication and explain its process with a labelled diagram. (07 marks)
(B) Listany five advantages and disadvantages of Written Communication. (08 marks)

" oR
(A) Discuss and gxplajn in detail Vertical Communication, (07 marks)
(B) Listany five advantagc;-and disadvantages of Oral Communication. (08 marks)
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(B)

(©)

E

List and explain any fi
can be overcome, :
A leading multi-national company requires Management Tramr*esl.:forns newly (10 marks)
opened  branch at Mumbaij. The candidate should be apnst-graduate Wlfh a mmlmum S

of 02 years work experience and should have exce]lenttommunrbat_i_on:?sig_i‘lls‘. Appiy

with Curriculum Vitae to P, O. Box No 123 The Ttmes of Indla, MummeSe t}ié_j

Complete Block layout.

You have received an offer for the posﬂion of a Semor aIes Executwe at U Foam (05marks)

Mattresses. Write a Letter of Job Acceptance Use thc Moﬂif ed(Blockﬂayout'

Lo {w. 4 __h\:__ o

¢ @RS

Draft a Letter of Appllcatnon wﬁh Cumf ulum Yltae for. th post of a Company (10 marks)

Secretary at Fair Cosmenc Compan y anate Ltmlted Use me Qmpfete Block layout.

(D) Aftera commendable service 75 aPersona] Secretary :for the past 1 'years you (05 marks)

have decided to quit your job due to. unavmdable domesﬁc ci’rcumstances
Write your Letter of Rfsg;mimr- u5d‘LﬂE‘leﬂijéd Block Iayout
Write Short Nuteg. on the ;fol_lbwing: (Any 'T_h'méj i (15 marks)

(a) Feedbyuok :
(b) Ed'scation asan Objective of Commiunication
©) "rhe ‘impanance of Listening, .
l’ii} Inside Address and Saiutation :
(e) Commumcatlon by Touch
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