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Course Name - Soft Skills
Course Code -
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( Semester 1)

Time : 2:30 Hours

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

Full Marks : 60

Group-A
(Multiple Choice Type Question) 1x15=15
1. Choose the correct alternative from the following :
(i)  Determine the significance of soft skills in personal life.
a) Enhanced Emotional Intelligence b) Improved Technical Knowledge
¢) Reduced Productivity d) Increased Workload
(i)  Determine why understanding business etiquette is important in the corporate world.
a) It makes you look sophisticated b) It helps build strong relationships and trust
c) It guarantees job promotions d) It's a legal requirement
(iii) Choose what should you consider when participating in a group discussion.
a) Interrupting others to make your point b) Focusing only on your own ideas
c) Listening actively and respecting others' opinions d) Speaking loudly to dominate the discussion
(iv)  Choose the way one should face job interviews with confidence.
a) By avoiding eye contact b) By exaggerating your achievements
c) By researching the company and practicing interview questions d) By being overly casual and informal
(v) Select what is the significance of teamwork in the workplace.
a) It leads to increased competition among employees b) It promotes a divisive work environment
c) It enhances collaboration, creativity, and efficiency d) It discourages individual achievements
(vi) Identify which among the following is not an element of business etiquette.
a) Punctuality b) Dress code
c) Interrupting others d) Using polite language
(vii) Select the primary goal of public speaking in a corporate context.
a) To impress the audience with complex vocabulary b) To share personal opinions without considering the audience
c) To inform, persuade, or engage the audience effectively d) To avoid engaging with the audience
(viii) Select the fundamental aspect which defines strong work ethics in a corporate environment.

a) Prioritizing personal interests over professional responsibilities b) Demonstrating honesty, integrity, and accountability

¢) Ignoring company policies to save time d) Focusing solely on personal success
(ix) Identify the key attribute of effective leadership in a corporate setting.

a) Micromanaging employees b) Fostering a culture of secrecy

¢) Open and transparent communication d) Discouraging team collaboration
(x) Determine the key attribute of effective teamwork in a professional setting.

a) Consistently placing individual interests above the team's goals b) Open communication among team members

¢) Avoiding collaboration to save time d) Maintaining a competitive spirit with colleagues
(xi) Identify the primary difference between a CV and a resume.

a) A CV s typically shorter and focuses only on recent work experience, b) A resume is a brief summary of professional experience, while a CV is
while a resume provides a detailed account of all academic more comprehensive and includes academic and research
achievements. achievements.

¢) A CV is used for private sector jobs, while resumes are only for d) A resume includes detailed personal information, whereas a CV is
government positions. only one page long.

{xil) Select the information which a candidate should include in the "Skills" section of a resume.
a) Personal opinions b) Technical skills, soft skills, and relevant certifications
c) Detailed personal background d) Personal interests and hobbies

{xiii) 1dentify which of the following behaviors would be considered unethical in the workplace.

a) Taking responsibility for mistakes b) Communicating openly and honestly with coworkers

¢) Taking credit for someone else's work d) Meeting deadlines consistently
(xiv) Select from the options, why is ethical behaviour important ina professional setting.

a) It ensures personal wealth b) It helps in career progression

¢) 1t fosters trust and reliability d) It reduces work pressure
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(xv) Cite one of the key principles of group discussion etiquette.

a) Maintaining eye contact and showing engagement b) Talking as much as possible
c) Focusing only on your opinions d) Criticizing others' views immediately
Group-B
(Short Answer Type Questions) 3x5=15
2. Explain how corporate dress codes impact workplace culture. (3)
3. Define how does strong work ethic benefits both employees and organizations. 3)
4. Explain the benefits of active listening in personal and professional contexts and provide real-world examples. (3)
5. Explain how non-verbal communication complements verbal communication. (3)
6. Compare the challenges of conducting interviews via telephone versus video conferencing. 3)
OR
Evaluate the structure of a persuasive business email. @)
Group-C
(Long Answer Type Questions) 5x6=30
7. Determine the key skills that are essential for delivering a successful extempore speech in a high-pressure environment. (S)
8. Evaluate the impact of technology on communication styles. (5)
9. Define the essentiality of adaptability in the corporate environment. (5)
10. Explain the key components of verbal and non-verbal communication in an interview. 5)
11. Determine, how time management skills can be applied to improve personal development. (5)
12. Evaluate the effectiveness of verbal feedback in team communication. ®)
OR
Justify the role of keywords in resume writing. )
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