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SECTION A
Marks BL CO
Q.1 Multiple-Choice Questions [05]
(a) Effective communication can lead to? 1 R 1
(i) Reduced misunderstanding (i) Increased barriers
(iii) Ineffective teamwork (iv) Low productivity
(b) Which of the following is a barrier in group discussions? 1 R 2
(i) Active listening? (ii) Dominating one speaker
(iii) Mutual respect (iv) Clear objectives
(c) Which of these helps improve self-perception in communication? 1 U 2
(i) Ignoring others’ opinions (ii) Disregarding feedback
(iii) Ignoring others’ opinions (iv) Ignoring body language
(d) Which of the following is a key characteristic of effective interpersonal 1 U 2
communication?
(1) Speaking loudly (i) Listening attentively
(iii) Ignoring emotions (iv) Avoiding body language

(e) Which of these are considered forms of communication in the business environment? 1 R 1

(i) Email (ii) Telephone calls

(iii) Video conferences (iv) All of the above
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Q.2 Attempt Any Two

(a) Explain communication process in detail.

(b) Why is non-verbal communication important in business interactions?

(c) Discuss the importance of feedback in the communication process.

Q.3 Attempt Any Two

(a) Describe the key aspects of effective interpersonal communication.

(b) Discuss the role of active listening in effective interpersonal communication.

(c) Explain the steps involved in a successful interview.

Q.4 Multiple-Choice Questions

SECTION B

(a) Written communication is most effective when it is:

(i) Long and descriptive

(iii) Filled with technical jargon

(ii) Clear, concise, and well-structured

(iv) Informal and casual

(b) Which of these is NOT a common part of a formal letter?

(i) Inside address

(iii) Personal anecdotes

(it) Complimentary close

(iv) Subject line

(c) Which of the following is the most important feature of a Resume?

(i) Detailed personal stories

(iii) Highlighting skills and
achievements concisely

(ii) Lengthy paragraphs

(iv) Photos and decorative fonts

(d) Which of the following is the first step in effective time management?

(i) Delegation
(iii) Multitasking
(e) Empathy means:
(i) Feeling sorry for someone

(iii) Ignoring other's emotions

(i) Setting goals

(iv) Rewarding yourself

(if) Understanding another person’s
feelings
(iv) Giving advice without listening

[10]

5 R 1
5 u 1
5 A 1
[10]
5 R 2
5 u 2
5 A 2
Marks BL CO
[05]
1 R 3
1 U 4
1 U 3
1 R 3
1 R 4
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Q.5 Attempt Any Two [10]
(a) Describe the structure and essential components of a formal business letter withan 5 A 3

example.
(b) What is a cover letter? Explain its structure in complementing a resume? 5 U 3
(c) Differentiate between formal and informal written communication with suitable 5 E 3
examples.
Q.6 Attempt Any Two [10]

(a) What are the common barriers to effective time management? Suggest practicalways 5 A 4
to overcome them.

(b) Discuss the factors that enhance or hinder creativity in individuals or teams. 5 U 4
(c) Why is empathy important in workplace relationships and teamwork? Discuss with 5 R 4
examples.
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