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I. Answer the following [Any Two] : 2x9=18
1) Describe the various types of Barriers to communication. Explain each Barrier in detail.
2) What is the importance of ‘Non-Verbal Communication’? Discuss various forms or media of non-verbal
communication,
3) Describe the skills and techniques for writing better business documents. Identify and describe the different
types of written communication in business and industry.
4) What is the difference between letters and memos? What is the purpose of memo? What is the general
format for memo? Offer general guidelines for writing good business memos.
5) Explain the ‘Functions of Business Letters’; and illustrate with examples how to write the following letters:
(i) Apology letter; (ii) Request letter
I1. Write your own SWOT Analysis 3 Marks
I1l. Write Short Notes [Any Three]: 9 Marks
1) Functions of non-verbal communication
2) Grapevine
3) ‘ANT’s (Automatic Negative Thoughts)
4) Differences between Passive, Aggressive, and Assertive Behavior
5) Time Management
IV.Fill in the Blanks: 10x1=10
1) The Presidents of two countries greeting each other with a smile and warmly shaking each other's hand are
engaged in communication.
2) :In . let a handshake last five to seven strokes; pulling away too soon may be interpreted as a sign
of rejection.
3) Allow plenty of time to get to know the people you are dealing with people in . They are

suspicious of people who are in hurry.




4) communication occurs between people who are neither in the same department nor on the
|
same level of hierarchy.

5) Communication is said to be when it takes place between two employees of the same leve]
.
in the organizational hierarchy,

6) In » hever turn down food or drinks: it js an insult to refuse hospitality of any kind. But don’t be
too quick to accept either.

7) A great advantage of communication is that it handles messages efficiently.
8) In many parts of » keeping the eyes lowered is a sign of respect.

9) In » never stick pens or other objects in your front suit pocket; doing so s considered gauche.

10) In » iving women a red rose js considered a romantic invitation; inappropriate if one js trying to
establish a business relationship with her.

V. Case Study: 10x1=10

Case study: Making Presentation

Questions
1) Point out the mistakes committed by Mr. Krishna
2) Though the preparation was good, why was his presentation not well received?

3) How can Mr. Krishna improve his presentation skills?
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