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Note:	 The question paper is divided into three sections A, B and 
C. Write answers as per the given instructions.

{ZX}e :	 ¶h àíZ nÌ "A', "~' Am¡a "g' VrZ IÊS>m| ‘| {d^m{OV h¡& àË¶oH$ 
IÊS> Ho$ {ZX}emZwgma àíZm| Ho$ CÎma Xr{OE&

	 Section - A	 10 × 2 = 20
Very Short Answer Questions (Compulsory)

Note:	 Answer all questions. As per the nature of the question 
delimit your answer in one word, one sentence or 
maximum up to 30 words. Each question carries 2 marks.

	 IÊS> - "A'
A{V bKw CÎmar¶ àíZ (A{Zdm¶©)

{ZX}e :	 g^r àíZm| Ho$ CÎma Xr{OE& Amn AnZo CÎma H$mo àíZmZwgma EH$ eãX, 
EH$ dm³¶ ¶m A{YH$V‘ 30 eãXm| ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ 
2 A§H$m| H$m h¡&

1)	 (i)	 Write any two importance of verbal communication.

		  ‘m¡{IH$ g§Mma Ho$ H$moB© Xmo ‘hÎd {b{IE&
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	 (ii)	 Define attitude.

		  A{^d¥{Îm H$mo n[a^m{fV H$s{OE&

	 (iii)	 What do you mean by self development?

		  ñd-{dH$mg go AmnH$m ³¶m Ame¶ h¡?

	 (iv)	 What do you mean by body language?

		  emar[aH$ ^mfm go Amn ³¶m g‘PVo h¡?

	 (v)	 What is informal report?

		  AZm¡nMm[aH$ à{VdoXZ ³¶m h¡?

	 (vi)	 What is Group Discussion?

		  g‘yh {dMma {d‘e© ³¶m h¡?

	 (vii)	What is the importance of writing business letter?

		  ì¶mdgm{¶H$ nÌboIZ H$m ³¶m ‘hÎd h¡?

	 (viii)	What is up-ward communication?

		  CÜd©Jm‘r g§Mma ³¶m h¡?

	 (ix)	 State any two barriers in effective listening.

		  à^mdr ldU ‘| H$moB© Xmo ~mYmE± ~VmBE&

	 (x)	 What is ‘SWOT’ analysis?

		  "ñdm°Q> {díbofU' ³¶m h¡?

	 Section - B	 4 × 10 = 40
(Short Answer Questions)

Note:	 Answer any four questions. Each answer should not 
exceed 200 words. Each question carries 10 marks.
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IÊS> - ~
(bKw CÎma dmbo àíZ)

{ZX}e :	 {H$Ýht Mma àíZm| Ho$ CÎma Xr{OE& Amn AnZo CÎma H$mo A{YH$V‘ 
200 eãXm| ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ 10 A§H$m| H$m h¡&

2)	 Explain the main principles of effective listening.
	 à^mdr ldU Ho$ à‘wI {gÕmÝVm| H$m dU©Z H$s{OE&

3)	 Explain the advantages and disadvantages of non-verbal 
communication.

	 gm§Ho${VH$ g§Mma Ho$ bm^m| d Xmofmo§ H$m dU©Z H$s{OE&

4)	 Explain the importance of Grapevine communication channels 
in an organization.

	 EH$ g§JR>Z ‘| A±JyabVm g§Mma l¥§Ibm Ho$ ‘hÎd H$m dU©Z H$s{OE&

5)	 Explain the relationship between self development and 
communication in detail.

	 ñd {dH$mg d g§Mma Ho$ ‘Ü¶ gå~ÝY H$m {dñVma go dU©Z H$s{OE&

6)	 Describe in brief the various techniques of modern 
communication.

	 AmYw{ZH$ g§Mma H$s {d{^Þ VH$ZrH$m| H$m g§jon ‘| dU©Z H$s{OE&

7)	 Explain communication process in detail.
	 g§Mma à{H«$¶m H$m g{dñVma dU©Z H$s{OE&

8)	 What is writing skill? Explain the various elements of writing 
skills.

	 boIZ H$m¡eb ³¶m h¡? boIZ H$m¡eb Ho$ {d{^Þ VËdm| H$mo ñnîQ> H$s{OE&

9)	 Explain the characteristics of a good business letter.
	 EH$ AÀN>o ì¶mdgm{¶H$ nÌ H$s {deofVmAm| H$m dU©Z H$s{OE&
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	 Section - C	 2 × 20 = 40
(Long Answer Questions)

Note:	 Answer any two questions. You have to delimit your each 
answer maximum up to 500 words. Each question carries 
20 marks.

IÊS> - g
(XrK© CÎma dmbo àíZ)

{ZX}e  :	 {H$Ýht Xmo àíZm| Ho$ CÎma Xr{OE& Amn AnZo CÎma H$mo A{YH$V‘ 500 
eãXm| ‘| n[agr{‘V H$aZm h¡& àË¶oH$ àíZ 20 A§H$m| H$m h¡& 

10)	 “Communication is life blood of business”. Explain it and also 

discuss the barriers in effective communication.

	 ""g§Mma ì¶dgm¶ H$m OrdZ a³V h¡&'' g‘PmBE VWm à^mdr g§Mma H$s 
~mYmAmo§ H$m ^r {ddoMZ H$s{OE&

11)	 What do you mean by report. How to prepare a formal report. 

Explain.

	 à{VdoXZ go AmnH$m ³¶m Ame¶ h¡? EH$ Am¡nMm[aH$ à{VdoXZ H$mo {H$g 
àH$ma V¡¶ma {H$¶m OmVm h¡? dU©Z H$s{OE&

12)	 What is down-ward communication? Explain the importance 

and drawbacks of it in a retail organisation.

	 Amamohr (A¶moJm‘r) g§Mma ³¶m h¡? EH$ [aQ>ob g§JR>Z ‘| BgH$s Cn¶mo{JVm 
d H${‘¶m| H$m dU©Z H$s{OE&

13)	 What is Interview? Explain various types of interview in detail.

	 gmjmËH$ma ³¶m h¡? {d{^Þ àH$ma Ho$ gmjmËH$mam| H$mo {dñVma go g‘PmBE&


