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Part A (Short answer questions)

Answer all questions. Each question carries 2 marks.

. What is meant by Noise?

What do you mean by Media Communication?

What do you mean by the seven c's of Communication?

What are the strategies for effective presentation?
Copy notation.

Complaint letter.

Electronic resume.

Explain BCC in e-mail.

What are the major components of a meeting?
What is project report?

Define the word ‘interview’.

What do you mean by Technical interview?
What is meant by stress or skeet shoot interview?
What does it mean to chair a meeting?

What is the meaning of Chairing in a meeting?
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Answer all questions. Each question carries 5 marks.

Part B (Paragraph questions)

Features of Successful professional communication.

Write some tips to keep in mind while using gestures and other hand movements.

What are the major purposes of writing a business letter?

What are the elements of a business letter?

What are the disadvantages of e-mail?

Features of office order.

Difference between a memo and a circular.

Write a conversation on ‘seeking an opinion’.

Answer any two questions. Each question carries 10 marks.

Part C (Essay questions)

Write an essay on the kinds of presentations in business.

Editing and proof reading.

(Ceiling: 35 Marks)

What are the major features of a selling Resume? Write the major contents of a Resume.

Salient features of memorandum.
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