
i.)'.,'i.; j-i ,':

DURATT.N: -2%hys 
'*.- 

Pr51r- 4t4ott223(A l{9
.Note: - (t ) AII questions are compulsory' U

(2) AII questions carry cqual marks.
(3) Figures to the right indicates.ftrll marks

Q't a) Match the columns:- (Any.Eight)

Physical Barrier
Chart! aidGraphs
Enclosurb
Technical Terntinolory
Clarity
Consensus
Persdasion
Salutation
Kinesics
Homonyms

Documehts attached
General Agieement
Sales Objective .

Jargon
Dear Sir
Body Language
C's of communicatiori
Language Barrier
Noise
Visual Communication
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Q'l b) State whether the following are true or iatse: (Any seven)
l) The sender and the encoder may be too'iliffereni persons.
2l 

. 
A Message and a communication are the same.3) Grapbvine isan informal, secondary channel of communication.

4) Silence is an effective method of communication-
s) Thepiocesi of commuriication begins with amedium anil 

'

channel.
A sigr and a signal are the sarhe.
Colours may ccilvey many direct and indirect messages.
Written communication has legal value.
Sending a FdX mesSage is equivalent to sending a photo copy.
The ihside address is a compulsorypafi of a business letter.

Q'2 a) .Expfain and illustate the process of communication.b) Whatare the characteristics ofwritten communication?
ORc) Discuss and explain in detail vertical iommunication.d) Listany five advantages and disadvantages oforal

Q.3 a) Disiinguish between listening and hearing. List and exp6in the
oornmop barier to effective listening.
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Q.4

b)

c)

d)

-. 
*,, 

col,2,3- l5r\,r

Explain the ternr business ethics with special referenbe to ': ' urve 
' '

fi*onal lntegritY at the workPlace'

U* b ' \ col'2,3./t- loM
a) -,Drbft a letter of Apillication with cuniculum vitae for the post u/uApa' 

;i; ffipJ,v i-;":,iittv 
" t"l 

cosmetic companv Private

l;l'l'l;lA'n:"*lf[#I:rt"J|"storanlr 
"*"i?tut 

sM

adminishato' i" cl;il ;;;t;t*h'3ra3-a tetter of idb

il;;;;;;n this behalf' Ut" trt" uoaified Block Lavoul

:oR
Draft a letter of Application with buniculum Vitae for the post ,firli?i$ 'o*
of an Accoun* rta"I"gti i" fakaji fitms Private Limited' Use

i..

the ComPlete BlocklaYout' - -
ffi.tj;"il; b*, ;*i"g as a sales Manager with PQR Pvt

LJd since the past ten years ird would now lifce to resign frpm

ffi;;; D;h u l"ttei oinesignation on his behalf' Use the

Semi Block LaYout'
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Write Short Notes on the following:(Any three)

Levels offeedback
Advantages of Lislening

Grapevine chain of OPemtions

Education as an objective of communication

'You'Attitude
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