Q.2. Answer the following questions.
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Q. Write short note on the following: (6x5=30)

L. How would you cater to the different needs of your audience while sending the message? -
" . J‘ r i

2. Differentiate between a buginess lefter and a nentorandum.

1. What problems could resylt from using visugl aids during your pmsenutinn!‘? :

4. Exptn:n briefly whether you agree or disagree with the notion that wtechnology will
largely replace the need for humans to communicate face to face”.

5. How do you obtain fudhukfromamadu:?wmd[ffmdmfwdbuokmhemnwﬁm?
6. Why do writing and swakinghq'uumﬂ even more important as people rise in the organization?

Q.2. Answer the following questions. (3x10=30)

|, Environmental space refers to how we perceive, construct and manipulate physical space in business and
professional settings. Describe the impression you Wish to make on your customers and then consiruct an

ideal office arrangement and reception area in detail, mentioning furniture setting, color scheme of the
office etc. L

2. Give an example and supporting evidence that reinforces the gulding principle that nonverbal behavior
always communicates.

3, Write a memo 10 your assistant and esk him to amange a dinner with a client at & good restaurant. Tell
him to share dinner details with the client.
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Q.1. Write short note on the following:

(6x5=30)

AT What presentation skills are required to sell a software
to a compan
vZ. How does tone affect oral presentation? : 4
3" How body language like walking, sittin i ‘
g and standing affect
vA. What is difference between memo and letter? § ek

- Why reading skills are necessary to be a good communicator?
6. What is mutual understanding in a communication process?

Q.2. Answer the following questions.

(3x10=30)
|. What are the strategies of time management? Discuss with examples.

vZ. Write an application to your boss for an increment in your salary,

> Write a memo to your assistant and inform him that he has to prepare a product presentation for a new
client. Give him details what to include and how ta present.
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Q.1. Answer the following short questions. (5x6=30)
. ? 1
1. How time zones effect the communication in an orB’“‘”“o“ : o
2. Differentiate between physical and personal SPASe with an example.
between a memo written to a superior and a subordinate?
example.

3. What is the differonce

4. How does cultural awarch
5. When should we use graphs and maps; and when should we use picture

presentation?

ess can create effective oral communication. give an
s and movie clips ina

Q.2. Answer the followingd questions. (3x10=30)
1. Write a memo to your boss and inform him/her aboul the success of your company s new produc
the market.

2. How can a conflict in a gro

3. Write an application to your boss and
a valid reason for the transfer.

| 1

i

up is resolved, discuss the different ways to reach g,resolution.
request him to transfer you to the branch near 1o your hom
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Q.1. Answer the following short quastions.

- What is 1he definition of noansarbal communication?

i Why meetings are important n decision making process?

il How time acls an important nomvarbal cue, explain with example.

W, What points should be kept m mind bafone writing & message of ndtiating

commirication with custornar for the first me? ot
. Hew shauld wa know that what siswais will werk for a games applicat

Q.2. Answer the following questions. (3x10=30}

I Wrile a mema 1o your emploveas and inkorm them about the new palicy Far taking
leaves, Give detads of the palicy. _ :
" How group meelings help everyone 1o discuse and decide & solution. explam

with an gxample .
il Write 3 latlar to 8 cliert and informm himdher that the bank has extended their

cradit card lmit. s




