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Please check whether you have got the right question paper.

N.B: 1. Attempt all questions.
2. For any clarification refer to the English section.

Q.1 A) Explain the following terms in 2-3 sentences: (Any Five)
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Grapevine
Decoding
Facebook

Business Etiquette
Internal Motivation
Dress & Grooming
Marginal Listening
Jargon

Match the following:

1) Communication a) Trading

2) Psychological Barricr b) Immediate Feedback

3) Whats App ¢) Two-way Process

4) Oral Communication d) Allness & Closed Mind

5) E-Commerce ¢) Application especna]ly for Smart phones

Fill in the blanks w1th the correct alternative:

.......... is an example of Non-Verbal Communication -

a) Television~ b) Body Language  ¢) Smomg d) Teleconferencing
isa Phys:cal Barrier to communication

a) Listening b) Closed Mind  ¢) Time & Dlstance d) Resistance to Change

Suggestion Schiemes encourage........... Communication.

a) Upward b) Downward: -c¢) Horizontal - - d) Diagonal
........... is the response given by the receiver to the sender’s message.
a) Encoding - b) Decoding  c¢) Feedback = -d) Medium

Gives legal validity to a letter. '

a) Subject Line b) Slgnatule “e) f‘onﬁdentxal Notation  d) Enclosure Block

~Write short notes: (Any Four)

Advantaoes & Disadvantages of Oral Commumcatlon

o Downward Commumca‘uon

- The Process of Commumcatlon

o Educatlon and Tramm0 as an Objective of Communication.
'\Blogs as Means ‘of Commumcatlon

’ Commumcatlon by Sllence

B Attempt any t'WO ofthe followmg

~~What is Cor porate Socxal Responsibility? How is it relevant in the business world
S ,,ftoday? .

~ ‘What': are Barrlers to Communication? Explain in detail Language Barriers to

-~ Communication?
_* Differentiate between Hearing & Llstemng How does one cultivate effective

it_‘i‘llstenmg skllls?
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Q4 Draft any four of the following letters: 20

1. Ms. Shalini Verma has been offered the job of a Purchase Assistant with General
Electronics, Mumbai. Draft a Letter of Job Acceptance on-her behalf.

2. You are applying for admission to a Management programme in Melbourne
University. Draft your Statement of Purpose.

3. Draft a Recommendation Letter for your Administrative Assistant who has given
your name as a referee in his application for the post of Administrative Manager
in another company.

4. Ms. Meena has changed her residence from Mumbai to Pune She has secured the
post of Accounts Manager at Vikram International in Pune. Draft her Letter of
Resignation from the post of Accounts Officer at Ganesh & Co. Mumbai. '

5. Mr. Kumar of your Sales department has worked hard and has proved his skills
in sales by contributing towards the increase in the profit ofyour Company Write

a Letter of Appreciation for him.

Q.5 A) Write an Application letter in response to the following advertisement ‘ 10
Wanted experienced Computer Engmcers for a reputed company in South Mumbai.
Applicants should be graduates with at least 2 years experrence Apply with a detailed
Resume to Box No. 148, The Times of India, Mumbai 400001.

B) Read the following situation carefully and answer the questlons given below:
Mrs. Shukla was a highly respected senior employee of Hindustan Chemicals Ltd. She had
started in the organization as an Office Assistant and: gradually rose to become the HR
Manager. Ravi Chandran with high qualification from a foreign University had recently
joined the Orgamzatlon His ideas were bright, but lmpractlcal He also had a superiority
complex that resulted in frequent clashes wrth his colleagues

Though Mrs Shukla was farr in her admlmstratlon on one occasion she granted Mrs. Singh
leave and refused to, grant Ravi Chandran leave. An angry Ravi stormed into Mrs. Shukla’s
cabin when she was in the mlddle ofa meetmg with other senior officers. He demanded an
explanatlon for her partrahty ‘Mrs. Shukla remained calm and just told him to meet her on
- :the following day Ravi CHandran did not meet her on the following day as he was busy
with his work. He was 1ssued a Letter of Termination a week later.
1) ~Mrs Shukla was in a meeting. Name and explain the channel of communication. 01
2) Wthh was the bamer that caused Mr Ravi Chandran to have frequent clashes with 02

-~ his'co- workers‘? e
3) Why accordmg to you was a Letter of Termination issued to Mr Ravi Chandran? 02

C) ‘ Wrtte a paragraph of not more than 150 words on the following topics. (Any One) 05

o B College Life v
el Al\/lovre You Have.Seen
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. B9 Susimed wrefa,

Read the following situation carefully and answer the questions given below:

Mrs. Shukla was a highly respected senior employee of Hindustan Chemicals Ltd.
She had started in the organization as an Office Assistant and gradually rose to
become the HR Manager. Ravi Chandran with high qualification from a foreign
University had recently joined the Organization. His ideas were. bright, ‘but
impractical. He also had a superiority complex that resulted in frequent clashes with

his colleagues.

Though Mrs. Shukla was fair in her administration, on one occasion she granted,
Mrs. Singh leave and refused to grant Ravi Chandran leave. An angry Ravi stormed
into Mrs. Shukla’s cabin when she was in the middle of a meeting with other senior
officers. He demanded an explanation for her partiality. Mrs. Shukla remained calm
and just told him to mcet her on the following day. Ravi CHandran did not meet her
on the following day as he was busy with his work. He was issued a Letter of
Termination a week later. :
1. Mrs Shukla was in a meeting. Name and explain the channel ofcommumcatlon 01
2. Which was the barrier that caused Mr Ravi Chandran to have frequent clashes (2
with his co-workers?
3. Why according to you was. a Letter of Termmatlon issued to Mr RaviQ2

Chandran?

. B9 Uil gefant,

Write a paragraph of not more than 150 words on the following topics. (Any One)

1. College Life
2. AMovie You Have Seen
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