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Instructions for Students ( BTN o forw fder)

Students are required to read the instructions carefully before starting solving the

question paper.
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Section — A (@vg - 371)

Do not open the question booklet until
you are asked to do so.

There are 50 Multiple Choice Questions
MCQ) in the question booklet. All 50
questions are mandatory to solve.

Each question carries 0.80 mark for
Regular and 1 mark for NC students.
There are four options for each questions.
Fill the correct option in the OMR sheet.
Student have to darken only one circle
(bubble) indicating the correct answer on
the OMR Sheet. The circles on the OMR
are to be darkened properly with black/
blue ball pen only.

Fill in all the information (i.e. Roll No.
etc.) or both OMR sheet and question
booklet before starting the question
paper.

Submit OMR to the invigilator after
completion of examination.

Student can leave examination hall only
after completion of examination.
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Which principle ensures respect for
the receiver?

(a) Courtesy

(b) Completeness
(c) Concreteness
(d) Coherence

Which is an example of "non-verbal"

communication?

(a) Email

(b) Facial expressions
(c) Phone call

(d) Report

Formal communication flows through :
(a) Telephone

(b) Official channels

(c) Gossip

(d) Social media

Which is a written communication
medium?

(a) Face-to-face meeting

(b) Email

(c) Phone call

(d) Gestures

Teleconferencing is an example of :
(a) Audio-visual communication
(b) Non-verbal communication

(¢) Written communication

(d) Grapevine
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6.

10.

Which medium allows immediate
feedback?

(a) Face-to-face
(b) Fax

(c) Email

(d) Memo

A disadvantage of teleconferencing is :
(a) Technical glitches

(b) No visual interaction

(c) High cost

(d) Delayed feedback

Social media is used in business for :
(a) Brand promotion

(b) Confidential data

(c) Employee evaluations

(d) Avoiding feedback

Misinterpretation of a message often

occurs due to :

(a) Lack of clarity

(b) Active listening

(c) Face-to-face interaction

(d) Concrete language

The purpose of a "read receipt" in

emails is to :

(a) Confirm the message was opened
(b) Delete the email

(¢) Encrypt the content

(d) Track the recipient's location
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11.

12.

13.

14.

15.

Cultural differences in communication
often lead to :

(a) Misunderstandings
(b) Faster agreements
(¢) Uniformity

(d) Reduced feedback

Emotional barriers to communication
include :

(a) Prejudice
(b) Clear language
(c) Active listening

(d) Proper grammar

Which of the following is the most
important aspect of public speaking?

(a) Loud voice
(b) Eye contact
(¢) Clear and structured content

(d) Use of complex vocabulary

Which of the following is considered
Inappropriate in a group discussion?
(a) Listening actively

(b) Interrupting others frequently

(c) Respecting different viewpoints

(d) Maintaining eye contact

What is
difficult question in an interview?

the best way to handle a

(a) Stay silent and avoid answering

(b) Admit lack of knowledge and
attempt a logical response

(¢) Give an unrelated answer

(d) Guess randomly
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16.

17.

18.

19.

What is the primary purpose of a

business report?

(a) To entertain readers

(b) To present facts and findings for
decision-making

(c) To express personal opinions

(d) To advertise products

Which section of a report summarises

the main points and findings?
(a) Introduction

(b) Methodology

(¢) Conclusion

(d) Appendix

What is the primary objective of a

seminar?
(a) To conduct a casual discussion

(b) To exchange ideas and enhance

knowledge on a specific topic
(¢) To entertain the audience

(d) To conduct a business deal

Which of the following is NOT a key

element of a seminar?
(a) Presentation

(b) Audience interaction
(c) Informal storytelling
(d) Q & A session
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20. What is the first step in preparing for

21.

22.

23.

a seminar?

(a) Choosing the topic

(b) Preparing a PowerPoint
presentation

(c) Asking for feedback

(d) Sending invitations

Which of the following is the best
practice for delivering an effective

Seminar?

(a) Reading directly from slides

(b) Maintaining eye contact and
engaging the audience

(c) Speaking monotonously

(d) Avoiding audience questions

Which of the following is NOT a

barrier to effective listening?
(a) Prejudice

(b) Active engagement

(c) Distractions

(d) Emotional bias

Which type of listening involves

analysing and evaluating the
speaker's message?

(a) Passive listening

(b) Critical listening

(c) Appreciative listening

(d) Selective listening
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24. What is the most important skills for

25.

26.

effective listening?
(a) Interrupting to clarify doubts
(b) Avoiding eye contact

(¢c) Focusing on the speaker without

distraction

(d) Thinking about your response
while the speaker is talking

Which of the following is an example

of active listening?

(a) Nodding and paraphrasing the

speaker's points

(b) Looking at your phone while

listening

(¢) Thinking about your response

instead of listening

(d) Interrupting frequently

What is the primary purpose of a

business letter?

(a) To communicate formally with

customers, clients, or

stakeholders
(b) To share personal opinions
(¢) To send informal greetings

(d) To advertise products only
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27.

What 1s the best way to close a
business letter?

(a) Using informal phrases like "See
you soon"

(b) Ending with "Best regards" or
"Sincerely"

(c) Leaving the letter without a
closing statement

(d) Writing an unrelated conclusion

28. Which of the following 1is a
characteristic of a well-written
business report?

(a) Lengthy and detailed

(b) Subjective and opinion-based

(c) Concise, clear and well-structured
(d) Written in an informal tone

29. Which of the following is NOT a type
of business letter?
(a) Inquiry letter
(b) Personal letter
(c) Order letter
(d) Compliant letter

30. What is the main purpose of an order
letter?

(a) To request information about a
product
(b) To complain about poor service
(¢c) To place an order for goods or
services
(d) To terminate a business contract
MDC-BBA-63T-201/32
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31.

32.

33.

34.

35.

Communication is a two-way process
involving :

(a) Writing and reading

(b) Sending and receiving messages
(c) Speaking and listening

(d) None of the above

What is the primary goal of business
communication?

(a) Persuading customers

(b) Sharing information effectively
(c) Increasing social media followers

(d) Entertaining employees

Which of the following is an example
of verbal communication?

(a) Email

(b) Memo

(c) Phone call

(d) Report

What 1s the
communication?

most formal of

(a) Face-to-face conversation
(b) Business letter

(c) Text messages

(d) Social media post

Why 1s
communication important?
(a) It
decision-making.
(b) It
workplace.

effective business

enhances teamwork and

creates confusion 1in the

(c) It reduces productivity.
(d) It the

customer interaction.

eliminates need for
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36.

317.

38.

39.

40.

Which of the following is an example
of written communication?

(a) Presentation
(b) Phone call
(c) Report

(d) Video conference

Non-verbal communication includes :
(a) Body language

(b) Emails

(¢) Memos

(d) Reports

Which of these is a key component of
a professional email?

(a) Slang and emojis
(b) A clear subject line
(¢) Lengthy paragraphs

(d) Unstructured content

Which of the following is an example
of active listening?

(a) Interrupting the speaker
(b) Maintaining eye contact
(¢) Checking your phone

(d) Ignoring non-verbal cues

What 1s the best way to handle
workplace conflicts?

(a) Avoid communication

(b) Shout at the other person

(c) Use open dialogue and listen actively
(d) Ignore the issue
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41.

42.

43.

44.

45.

Non-verbal communication can include:
(a) Tone of voice

(b) Hand gestures

(c) Facial expressions

(d) All of the above

Which of these 1s an example of poor
listening behaviover?

(a) Taking notes

(b) Asking clarifying questions

(¢) Day dreaming while someone is
speaking

(d) Nodding in agreement

What i1s a common communication
barrier?

(a) Noise

(b) Distractions

(¢) Language differences
(d) All of the above

How can communication barriers be
minimised?

(a) Using clear and simple language
(b) Avoiding listening

(c) Increasing distractions

(d) Speaking louder

What is

workplace communication?

one way to 1mprove
(a) Encouraging open feedback

(b) Ignoring employees' concerns

(c) Relying only on emails

(d) Avoiding meetings
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46.

47.

48.

49.

50.

What is the primary objective of

business communication?

(a) Social interaction

(b) Effective exchange of information
(¢) Marketing products

(d) Employee entertainment

Business communication aims to :
(a) Create confusion

(b) Achieve organisational goals
(¢) Limit collaboration

(d) Avoid feedback

Effective business communication

helps in :

(a) Building trust

(b) Creating conflicts
(c) Delaying projects

(d) Hiding information

"Using simple language" aligns with
which principle?

(a) Correctness

(b) Clarity

(¢c) Concreteness

(d) Consideration

Conciseness in communication means :
(a) Being brief and to the point

(b) Using complex vocabulary

(¢) Including irrelevant details

(d) Avoiding structure
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B.A./B.Sc./B.Com. (Semester-I) Examination, 2024-25

(For Regular & NC)
BUSINESS ADMINISTRATION
Paper Code : MIDC-BBA-63T-201

Business Communication Skills

Section — B (wug — «)

GENERAL INSTRUCTIONS (@ fd9T)

@)

(i1)

(iii)

(iv)

No supplementary answer-book will be given to any candidate. Hence the
candidate should write the answer precisely in the Main answer-book only.
foret oft wanell =1 T SW-gfaw &1 @ SR sta: W o =fed foh 9 g
S-SR H & T T 1 IW e

In Section - B there are 8 questions the candidates are required to attempt
4 questions, each question carries 10 marks for regular students and 12.5 marks
for non-collegiate students.

TUe-9 H A 8 e ¢ qened 1 4 T A F| AT T A wheneff & faw 10 o7 #wR
e e wend % faw 12.5 37k @6 2l

Make sure that your question booklet has all the 50 questions in Section - A and
8 questions in Section-B. Defection Booklet can be changed within 10 minutes.
- gfeeht H Gt Wue-31 § 50 WY Ud Wue-d H 8 W9 BU T, 3! S shiferq) Ffequl gieert
1 10 foe H Secamn S g 2|

If there is any difference in English and Hindi version, the English version will be

considered authentic.
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Section — B (wug — «)

What i1s the difference between formal and informal communication in a

workplace 10/12.5
FHEEd H f=iieh (Formal) 3R HO=Ma (Informal) U0 § 1 e ©72
Why is active listening important in business communication? 10/12.5

FFats TuR (faea F=fhe) ¥ 9fha A1 (Active Listening) i Agequl 272

What are the major barriers to communication in an organization? 10/12.5
fopelt e (StiifAESITH) & TITO Y THE 16 (Barriers) F91 €7
What are the best practices for writing professional emails? 10/12.5

o N

TR (Professional) 30 foas & Hafaw 21999 (Best Practices) &1 &2

What role does feedback play in improving business communication?  10/12.5

s TaR (s HefThe) & 8@ aaH | Afdfshal (Feedback) st &1 fHeht Bidt
€2
What are some common barriers to communication in an organization, and how

can they be overcome? 10/12.5

et Tia= H ER i 3T S1€TC (Barriers) HiA-shiF 9 2rdl €, 31X 7€ 4 X & <1 ehal
2?

What is effective listening? Explain the techniques to improve listening skills
In business communication. 10/12.5

T G (Effective Listening) 7T BidT €2 SIS HaR § G- o Hivrel 1 R i

dohToh] ahi SRS il

What are the essential skills required for effective public speaking? 10/12.5
guTet refsitieh 1907 (Public Speaking) @ foTU S{Ie99eh Shiviel hid-hid & B4 &2
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