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Full Marks : 60 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.]

Group-A :
(Multiple Choice Type Question) 1x15=15
1. Choose the correct alternative from the following :

(i

~—

Identify the full form of GD?

a) Group Discovery b) Group Discussion
c) Global Discovery d) Give Details
(ii) State how a formal letter should be written.
a) three pages long b) colours used
c) emotions expressed d) left aligned
(ili) Choose which font style is appropriate to use in formal letter writing.
a) Georgia b) Arial
c) Times New Roman d) Calibri
(iv) Identify the benefit of transition words in the writings.
a) to highlight the difficult words . b) to help in translation of words
c) to connect the ideas and create a smooth d) . . .
flow it is used as a preposition
(v) We need to end our writing with . Complete the sentence with the right
answer.
a) main ideas b) explanation
c) transition words d) concluding remarks
(vi) State why do we need to create an outline while drafting.
b
a) to create a paragraph ) ;(:ecar:ate a rough work of your thoughts and
¢) to write an introduction d) to write examples
(vii) Choose what is the first thing you should do while beginning the writing process.
a) Brainstorm about the topic b) Revise the draft
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d) Create the draft

sential for effective listening

b) maintain eye contact

d) all of the above
business communication implies

c) Edit the draft
(viii) List the points that are es
a) give your full attention
¢) avoid interrupting '
(ix) ldentify what does 'Correctness’ in
a) No grammatical, punctual and language b) N factuslerrors

errors, is complete and well timed '
d) No grammatical, punctual errors, and have

In accordance with truth appropriate language
(x) Explain which of the following methods is most effective for expanding an idea.
b) adding irrelevant details

c)

a) Repeating the idea in different words

c) Prc_Jviding explanations, examples and d) ending with a brief summary
evidence

(xi) Listening to motivational speeches can also reduce and

correct answers to fill in the blanks.
a) Accent and pronunciation b) Stress and anxiety
c) Self respect and reputation d) Growth and development
(xii) Identify which role does flexibility play in negotiation.
a) Allows the negotiators to change their values b) Allows the negotiators to dominate the

conversation.
d) Allows negotiators to explore alternatives

. Examine the

and principles.
c) Enables negotiators to maintain a rigid

stance throughout the process. and make adjustments.
(xiii) "In Skimming, we read the introductory paragraph and the concluding paragraph of a text
to get a sense of the " |dentify the correct option to fill up this blank.
a) writing pattern b) some good words
c) leadership quality d) main idea
(xiv) Select which of the C'sin 7 C's ensure that the information is factual, specific, and
detailed.
a) Corretness b) Clarity
c) Concreteness d) Courtsey

(xv) Choose which of the following best describes the structure of an article written in the
inverted pyramid style.
a) Headline, detailed background, key factsand  b) Key facts, supporting details, and less critical

conclusion information
¢) Introduction, personal opinions and d) Question, answers and follow-up
summary ‘
. Group-B
(Short Answer Type Questions) 3x5=15
2. Identify the important points that you need to focus on while skimming. (3)
3. Select any three 7Cs of communication and briefly explain them. (3)
4. List the contents that should exist in the body of an article. (3)
5. Examine what is the difference between news analysis and sumarization. (3)
6. Distinguish between skimming and scanning. (3)
OR

Consider you are in a group discussion and there is an argument on some controversial topic.  (3)
What strategies would you suggest to lessen such happenings?

Group-C
(Long Answer Type Questions)
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Explain the 7Cs of effective communication.
Write down the steps for drafting an article. .
Infer to the merits of listening to business conversations.

. Explain the steps involved in the process of scanning a text.
; : ; iti what role
. Evaluate how do value-oriented speeches help in shaping leadership qualities, and

= - unities.
do these speeches play in promoting ethical leadership in organizations and comm

: i ory.
- Create an inverted pyramid style to depict the pattern followed to write a news story.

OR
. . e sto
When framing questions for a news report, it is essential to cover every aspec:t?: th 2
comprehensively. Formulate at least five types of questions for the news reporting.
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