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[The figure i - i
& N the margin indicates full marks. Candidates are required to give their answers in their own
words as far as practicable.]

Group-A
(Multiple Choice Type Question) 1x15=15

Choose the correct alternative from the following :

(i) Identify which of the followin

. g is like a news item that informs people of upcomin
Important events. peop P &

a) Notices b) Memos
. c) Agendas d) Minutes
(i) Identify which one is an outline of what a meeting will address and observe.
a) Mel:no b) Circular
c) Notice d) Agenda
(iii) Recall the usage of all capital alphabets on email and is considered as
a) Screaming/insulting b) Showing importance
. c) looks fancy d) irrelevant
(iv) Identify which of the following is a key component of time management?
a) Multitasking without priorities b) Delegating tasks to others
c) Prioritizing tasks based on urgency and d) . ;
importance Ignoring deadlines
(v) Indicate the right word for the blank: slang and .......uoeeeeereeveennnn. should not be used in an
email.
a) taboos b) greetings
c) etiquettes d) abbreviations

(vi) Negotiation indicates that both parties accept that the agreement between them is

a) conditional b) obvious
c) necessary d) final and binding
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(vii) Identify which non-verbal cue is often considered the most important in communication

a) Body language b) Grammar
¢) Tone of voice d) Handwriting

(viii) Select what does maintaining eye contact with others shows in a GD

a) Disrespect to others b) Confidence and attentiveness
c) Nervousness d) Disinterest in the discussion
(ix) Examine the correct option - Hard skills are technical skills whereas soft skills are
................... skills
a) odd b) behavioral
c) management d) handicrafts
(x) Choose the correct option -The report is always written in manner.
a) A data biased manner b) Horizontal manner
c) Sequential manner d) None of these
(xi) Select what does "chronemics" in non-verbal communication deal with
a) The use of time to communicate b) The use of gestures . Library
c) Facial expressions d) Use of tone and pitch Brainware University
(xii) Choose what your poise should illustrate when presenting 38, Ramkushnapur Road, Barasal
Kolkala, West Bengal-700125
a) nervous and angry b) nervous and angry
c) annoyed d) Patient and Calm

(xiii) Express how can you address a team member who is monopolizing the conversation
during a group discussion.

a) Politely interrupt them and redirect the b) Ignore them and continue talking to the
conversation to another member other team members
c) d) Insist that they stop talking and let others

Criticize them for talking too much
speak

(xiv) Determine how can you effectively conclude a group discussion.
b) Recap the main points and decisions made
during the discussion

c) Ignore any decisions made and let everyone  d) Criticize team members who did not
participate enough

a) Abruptly end the discussion when time is up

leave
(xv) Write what is the meaning of pathos as a persuasion type.

b) convincing people by using their logical

a) convincing people by using their emotions cense
¢) convincing people by using their ethical d) coniiicing peopte by using fime
sense.
Group-B
(Short Answer Type Questions) 3% 5=15
2. Explain the significance of soft skills in the workplace. (3)
3. Apply emotional intelligence to manage stress and build resilience in the workplace. (3)
4. State the reasons why teamwork might sometimes fail. (3)
5. Write a note on Empathetic listening and its importance in one’s professional life. (3)
(3)

6. Differentiate between the formal and informal language used in written communication.
OR

Explain the 4 C's of Conflict Management. (3)
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10.

11.
12.

Group-C

5 x 6=30

(Long Answer Type Questions)

List the different types of feedback and their pUrpos
es.

Illustrate the im
Compare the Q%MM:MMwm_wmémB:mmm on personal and professional growth.
ypes of leadership styles and analyze their effectiveness

workplace situations.

A i ;
ssess the effectiveness of different conflict resolution strategies in

conflicts and improving relationships.

Differentiate the works of a manager

Develop a comprehensive communication plan for a spe

and a leader as

relationships and achieve organizational goals.

Develop and im
well-being and productivity.

**********

plement a stress manag

OR

*****************

you understand from your
cific workplace situation

ement program for employe

in different

resolving workplace

own learning.
to improve

es to improve workplace
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