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Students are required to read and instructions carefully before starting solving the
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Do not open the question booklet until
you are asked to do so.

There are 40 Multiple Choice Questions
(MCQ) in the question booklet. All 40
questions are mandatory to solve.

Each question carries 1 mark for regular
student and 1.25 mark for NC student.
There are four options for each questions.
Fill the correct option in the OMR sheet.
Student have to darken only one cirle
(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.

Rough work can be doe on the extra pages
provided in question booklet.

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 examiation.

Student can leave examination hall only
after completion of examinnation.
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Which of the following is quick and
clear method of communication?

(a) e-mail

(b) notice

(c) Face to face informal
communication

(d) None of the above

Which method is good for taking
leave in the office?

(a) website

(b) notice

(c) e-mail

(d) None of the above

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) None of the above

The two broad areas of
communication are :

(a) Oral and written communication
(b) Body language

(¢) T.V. Communication

(d) All of the above
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6.

10.

The term “Communis” derived from

(a) Greek
(b) Latin
(c) Chinese
(d) English

Audio-Visual Communication combines
(a) Auditory only

(b) Visual only

(c) Both auditory and visual

(d) Written

Which of the following combination

is/are example of written

communication?

(a) Meetings, memos and presentations

(b) Meetings,
presentations reviews

memos and

(c) Meetings, presentations and

performance reviews

(d) All of these

Orders
example of :

and directives are the

(a) Downward communication
(b) Upward communication
(¢) Diagonal communication
(d) Horizontal communication
with

Communication superiors

involves:

(a) Directions
(b) Orders

(¢) Complaints

(d) Instructions
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12.
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14.

15.

Dialogic listening is also known as :
(a) Empathetic listening

(b) Therapeutic listening

(c) Relational listening

(d) Active listening

Gestural Communication is:
(a) Non-verbal message
(b) Direct Conversation

(¢) Oral Communication
(d) Written

Physical Barriers to communication

are

(a) Time and distance
(b) Interpretation of words
(c) Denotations

(d) Connotations

If there 1s the absence of feedback
then it will lead to .........

(a) Mistrust
(b) Communication Barrier

(c) Interference
(d) None of the above

Barrier mean .........
(a) To enhance

(b) To obstruct

(c) To preserve

(d) To react
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18.

19.

20.

......... 1s type of oral communication?
(a) paralanguage

(b) public speaking

(c) haptics

(d) charts

All the following are external
stakeholders of an organization
except:

(a) media

(b) government
(c) suppliers
(d) shareholders

Listening has been identified as one
of the “seven habits of highly effective
people” by:

(a) Windsteen

(b) Stephen covey

(¢) Lee Iacocca

(d) Tom peters

Readability is determined mainly by:
(a) Punctuation

(b) Length of words

(c) Active and passive voice

(d) Spelling

One broad principal of general
writing 1s:

(a) write to express, not to impress
(b) write to impress not to express
(c) tone

(d) emphasis and subordination
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21.

22.

23.

24.

25.

Writing style can be 1improved
through use of :

(a) Jargon

(b) Slang

(c) simple words

(d) metaphors

Teleconferencing is not suitable for:
(a) meetings

(b) interviews

(c) problem solving

(d) Keeping in touch with country
offices

Reading refers to which element of
the communication process?

(a) encoding
(b) decoding
(c) message
(d) channel

The most challenging type of meeting
is:

(a) Task oriented meeting
(b) Information sharing meeting
(c) Progress meeting

(d) Problem solving meeting

The word ‘Memo’ is a short form for :
(a) Memory

(b) Memorizing

(¢) Memorandum

(d) Members order
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26.

27.

28.

29.

30.

All the following are principles of
business letter writing except:

(a) consideration
(b) directness
(c) precision

(d) ambiguity

A press release is better known to day
as:

(a) Public relations
(b) Publicity
(c) News release

(d) advertising

The quality of a report is determined
mainly by :

(a) The language of the report

(b) The visual aspects

(c) The length of the report

(d) The accuracy of the data

The term “Cardiac Orifice” is an
example of :

(a) Words with multiple meanings
(b) Jargon

(c) Highly specific Language

(d) Biased language

A set of logically and sequentially
arranged utterances:

(a) Coherence
(b) Notion
(c) distraction

(d) message

SEC-T-004/REG. & NC/12

26.

217.

28.

29.

30.

frefafed 9t sredm o5 ored & fasr ©
fore—

(a) Tr=-fo=m

(b) W

(c) g8

(d) STEeedr

3TTehet 3 foraifta ol 58 8 | S STl 8—
(a) SHEUH

(b) =W

(c) TR Wi

(d) fasmo=

et R =6t Turer gera: frefafeaa g
frerift St 2—

(a) fard =t s

(b) ¥ W]

(c) T =t <erg

(d) =21+ T

‘e AR eg THAT IS §—
(a) 3T 31 ATl Vg

(b) W= STl

(c) 3rcq faferse

(d) veaTqul Ao

difeher 371X ShHeh 9 ¥ SHeIfeed heAi ol Teh
e

(a)

(b) =Rom

(c) =G

(d) dew



31.

32.

33.

34.

35.

Mental turbulence refer to:

(a) Inability to understand

(b) Confusion in the mind of receiver
(¢) Confusion in the mind of sender

(d) Inability to speak

Communication is a ............
(a) One way process
(b) Two way process

(¢c) Three way process
(d) None of the above

Advantage of written communication:
(a) Save time

(b) Save money

(¢) Permanent reco

(d) None of the above

The official record of the proceeding

of a meeting is known as—

(a) agenda

(b) minutes

(c) prospectus

(d) report

only

Minutes of resolutions is

resolutions.........
(a) Recorded

(b) Development

(c) Decision making
(d) Authenticated
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36.

37.

38.

39.

40.

A circular is a form of.........

(a) Oral communication

(b) Face to Face communication
(¢) Group communication

(d) Visual communication

Dunning letters are also called.........
(a) collection letters

(b) letter of credit

(c) compliant letters

(d) suggestion letters

is the study of body physical

movements.

(a) Kinesics

(b) Proxemics

(¢) Time language

(d) Paralanguage

Which of the following is / are

multipurpose presentation?
(a) Training

(b) Political Arena

(c) Entertainment

(d) All of the above

Business letters that please the

receiver are called :
(a) Good news letter
(b) Praising letter
(c) Routine letter
(d) All of the above
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