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A
I ) Positive lcedback
2) Message
i) Upwar-d Chanrrel
4) VerbalConimunication
-5) E-mail
6) Video-Conferencing
1) Good Listening
8) Siguature
9) Salutation
I0) Enclosure
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a) \eeds merrtal di;riplinc
b) Speedl means of conlntunicarion
c) End oithe E-mail
d1 I)ear-Sir.
e) Docurnentsattachecl
t) Reu.arcl

gl Veriral or Non-yerbal st,mbolsh) Jr-utior reports u,ork
i) Deteils to a senicr
i) Oral and written Commrrnication

+

Q'1 B) State u,hether the lbllolving are true or false: (An1. ser,en)1) The lressase that gets no ."rlonr. is not cofinlunicated.
:] cornnrunic-ation onry invorves tra,-,sfer. of infornration.3) An oral u,arning is a solt;;;;.'-'"4) Horizontal communicati,,n .onrit, of upward and iior.r,.rvardcommunication.
s) lnternet connects individuals and groups to rnformatio. and to-. services all over the world.
:] Colours cannot convey messages.

li !j:,::l"q:l,ur.,una".,ruraiie"r,messase.)ltence alrvavs builds walls among people.e) Social meclia loois rend r" b";;;Hl-" at u u*ry high costrelative to other forms of media.l0) Writing a letter of u..*ptancJJ, U.ing selected is a positivelno\re.
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Q.2 a)

b)

Define communicafion and explain its process with a iabelleddiagram.

l]:, *, four advantages and disadvanrages of writtencornmunication.

Write the advanrages rra fi.i8ftrs of Grapevinecommunication.
List any four positive and negative impact of Internet.
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e)

d)

List anC expiain any five ps-vchological bar"r-iers to
courrrunication ancl explair-l how the-v can be overcotne.

OR
Irxplain the ternr business etlrics t,ith special reference to
personal integritl at the r,vorkplace.

,4, leading multination:rl conrpany reciuires management
trainees for its neu,h' r;pened blancl-r at l!{urnbai. The candidate

should be a post- graduated with a minimum of two vears

worl< experience and shc,ukj have erceli*nt contmunicatiou
sl<ills. Appiy witli Culliculum Vitae to P.O. Bor Ni,. 123, The
'l-imes oi'inilia, lVtuirbai Use the Complete Block La5;out.

You have receiveci an oller lbr the position of a senior sales

executive at ABC Ltd. Company', Wlite a letter of;ob
acceptance. Use the lvlodified Block La.vout.

OR
Drall a letter of Application with Curriculum Vitae fbr the post
of an ll'Administrator at Cloud Computech. Use the Cotnplete
Block La),out.
Mr. Hiralal has been u,orking as an .,\ccounts lvlanager rvith
XYZ I'rivate Limiteti since the past five years and wor-rld now
like to resign from his post. Draft a letter of resignation on his
behalf. Use the Semi Block Layout.

Write Short Notes on the follorving:(Any three)
Types of leedback
Impofiancc of listening

Child labour

'You'Attitude
Physical appearance of business ietter
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