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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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Chronomics 1s also known as
language.

(a) Space

(b) Time

(c) Body

(d) Eye

The concept the individual has of
himself as a physical social and
spiritual or moral being" is :

(a) Self Esteem

(b) Self Perception

(c) Self concept

(d) Stero typing

All of the following are examples fo
verbal communication — Except

(a) E-mail

(b) Symbols

(c) Telephone calls
(d) Text messaging

1s an assigned communication
for a purpose and for specific receiver
or order :

(a) Report
(b) Memos
(c) Letters
(d) Circulars

One characteristic of a memo is :

(a) Formal

(b) Tool for external communication
(c) Concise

(d) Pretentious
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6. Minutes of resolutions are only
resolutions :
(a) Recorded
(b) Development
(c) Decission making
(d) Authenticated
7. Which of these is not mentioned in a
letter of complaint?
(a) Ordered quantity of goods
(b) Problems in the supply of goods
(¢c) Features in the supply of goods
(d) Fault in the supply of goods
8. The simplified style business letter
has :
(a) A subject line
(b) A salutation
(¢) A complimentary close
(d) Indentation
9. Resumeisa_ word.
(a) German
(b) French
(c) Indian
(d) American
10. Where are the details of enclosures
mentioned?
(a) Beginning of the letter
(b) Below the signature column
(¢c) Right hand side of the letter
(d) Main body of the letter
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11.

12.

13.

14.

15.

Which of these should not be present
in a business letter?

(a) The name of firm or businessman
(b) The date

(c) Business jargon

(d) Courteous leave taking

Technical accuracy of language in a
letter means :

(a) Active voice

(b) Direct narrative

(c) Simplicity

(d) Correctness of grammar spelling
and punctuation

Libel1s

(a) Malicious defamatory joke

(b) Malicious
accusalion

(c) Slandor

(d) Defamatory speech

defamotory written

An e-mail's style is determined by a
person's :

(a) English
(b) Status
(c) Culture

(d) Communicative ability

The formal greeting in a business
letter is

(a) Inside address

(b) Salutation

(¢) Complimentary close
(d) Letter head
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16.

17.

18.

19.

20.

1s the second stage of collection
series :

(a) Enquiry

(b) Reminder

(c) Appeal

(d) Warning

Task of

Communication 1is the

Importing?

(a) Training

(b) Information
(¢) Knowledge
(d) Message

1s an annexure to any job
application :
(a) Bio data
(b) Resume
(¢) Curriculum Vitae
(d) All the above

A 1s a letter of credit addressed

to more than me bank :
(a) Commercial

(b) Non-Commercial
(¢c) Circular

(d) None of these

Noise 1s an example for

barrier :

(a) Medium

(b) Physical

(c) Semantic

(d) None of the above
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21.

22.

23.

24.

25.

__1is a character of a good speech.
(a) Clarity

(b) Brevity

(c) Concrete

(d) All the above

1s a document that outlines the
contents of a forth coming meeting.

(a) Minutes
(b) Notice

(c) Agenda
(d) Quaram

Order moves
(a) Upwards

(b) Downwards
(c) Horizontally
(d) Vertically
Skype 1s an example for
communications :

(a) Written

(b) Vertical

(c) Horizontal

(d) Face to face

Upward communication flows from
to.

(a) Superior to Subordinate
(b) Subordinate to Superior
(c) Subordinate to Subordinate

(d) Superior to Superior
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26.

27.

28.

29.

30.

of the letter consists of main
message :

(a) Heading
(b) Body

(c) Greeting
(d) Closing

A is an advance notice sent to
all the people entitled to attend the
meeting.

(a) Notification

(b) Circular

(c) Agenda

(d) All of the above

A offer valid for a specified period is
called ?

(a) Specification order
(b) Soft order

(¢c) Firm offer

(d) None of these

Expand F.O.R. :
(a) Free To Rail
(b) Form Of Rail
(c) Free On Right
(d) None of these

1s the last and final stage of
collection series.

(a) Enquiry
(b) Reminder
(c) Appeal
(d) Warning
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31.

32.

33.

34.

35.

Which of the following is quick and

clear method of communication

(a) E-mail

(b) Notice

(c) Face to Face informal
communication

(d) Business Readings

Communication starts with:
(a) Encoding

(b) Sender

(¢) Channel

(d) Feedback

The number of Key elements in the
communication process is:

(a) Five
(b) Six
(c) Seven
(d) Four

The Two Broad
communication are:

areas of

(a) Oral and written communication
(b) Verbal only

(c) Thinking only

(d) None of the above

The term “Communis” derived from
word.

(a) Greek
(b) Latin
(¢) Chinese
(d) English
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36.

317.

38.

39.

40.

Communication problems otherwise
known as :

(a) Enquire

(b) Barriers

(c) Encoding

(d) Decoding

Horizontal communication flows

through :

(a) Face to Face discussion
(b) Telephonic Talk

(c) Periodical Meeting

(d) All of the above

Which of the following combination
are examples of oral communication?

(a) Meetings, memos and presentations

(b) Meetings memos and
performance reviews
(c) Meetings  presentations  and

performance reviews
(d) All of the above

Which of the following combinations
of

1s/are examples written
communications?

(a) Letters and voicemail

(b) Reports and email

(c) Circulars and voicemail

(d) All of the above

Listening has been indentified as one
of the seven habits of highly effective
people by :

(a) Lundsteen

(b) Stephen Covey

(c) Lee Iacocca

(d) Tom Peters
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41.

42.

43.

44.

45.

Communication  with  superiors

involves :

(a) Directions
(b) Orders

(¢) Complaints

(d) Instructions

1s the study of body physical
movements.

(a) Kinesics
(b) Proxemics
(¢) Time Language

(d) Paralanguage

A circular is a form of __ .

(a) Oral Communication

(b) Face to Face Communication
(¢) Group Communication

(d) Visual Communication

referred to

1s also as

Critical/Judgmental listening
(a) Discriminative Listening
(b) Baised Listening

(¢) Evaluative Listening

(d) Appreciative Listening

It involves how we say something in
different pitch,
modulation such as slow or fast.

tone and voice

(a) Kinesics
(b) Proxemics
(¢) Time Language

(d) Paralanguage
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46.

47.

48.

49.

50.

Small cards that contain the important
points of presentations is known as
(a) Hand-outs

(b) Cue-cards

(c) Attention grabbers

(d) None of the above

Denotations and Connotations are

barriers 1n communication
process.

(a) Physical Barriers

(b) Semantic Barriers

(¢) Encoding Barriers

(d) Technical Barriers

Which of the following is a baric part
of report?

(a) Cover

(b) Recommendation
(c) Tittle page

(d) Glossary

Which of the following is not a type of
business letter?

(a) Business enquiry

(b) Sales letter

(c) Quatations

(d) Referecne letter

Communication through newspapers
and television are known as :

(a) Group communication
(b) Interpersonal communication

(¢) Mass communication
(d) None of these
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B.A./B.Sc./B.Com. (Semester-III) Examination, 2024-25

(For Regular & NC)
BUSINESS COMMUNICATION SKILLS
Paper Code : MDC-BDM-63T-101

Business Communication Skills

Section — B (wug — «)

GENERAL INSTRUCTIONS (@ f9T)

(@)

(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 ot whenedl =1 Wb SW-gfam & & S o whenfdd w1 =fed fR 9 g
ST-YRaeRl ¥ 21 T gl 1 3w o]

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

TUs-o ¥ Fol 4 I (i faehey afgd) © wend 1 wsft g A 21 v g Frafia
wenell % ferg 10 37k o1 © Td @t wenef & fay 12.5 37 & 2|

Make sure that your question booklet has all the 50 questions in Section - A and
4 questions in Section-B. Defection Booklet can be changed within 10 minutes.
- Qfeeht H Gt WUe-31 § 50 WY Ud WUe-d H 4 99 DU €, 3! S shiferq) Ffequl gl
1 10 fofe ¥ Secaman 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 (@ug — 9)

1. Explain the process of communication in detail. 10/12.5

TR Ufshan skl forar 9 TH=ET)

Or/3rgdar
Explain the various types of communication. 10/12.5
T & faf= TeRRT <Rl THEEl
2. What is effective communication? Explain its elements. 10/12.5
el EEIOT R Fif, TR ge d @ €2
Or/3rgat
How we can make communication more effective? 10/12.5
TEITUT Hl JA HY S S Ghell B2
3. What are the barriers to communication? 10/12.5
T % S 41 82
Or/3rgat
Write a short note on Socio-Psychological barrier. 10/12.5

IR - TAe T a1el R T dfa feouft fafay)

4. Write a report on the annual function celebrated in your college. 10/12.5

STk Heaeerd & aifieied & fae 1ar &1

Or/37dT

Write a job application applying for the post of Junior Section Officer in ABC
Corp Ltd. 10/12.5

~

ABC =11 faftiee # SfeR Jom AP U8 3 T& Teed 1o o]
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