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Note : No additional answer sheets will be provided.

------------------------------------------------------------------------------------------------------------------------------
Part-A (Objective Type)

Max. Marks : 10

Answer all the QUESTIONS.
State True / False of the following
1.
Effective time management leads to success.
2.
Personal values evolve from circumstance with the external world and cannot be changed over 
time.

3.
Netiquette is a set of rules for behaving properly online.

4.
Knowing the values to time is part of time management.

5.
Attitude cannot be changed through persuasion.
6.
Negative attitudes prevents from action.
7.
Etiquette and manners reflect on one's personality. 
8.
Soft skills of a person cannot be enhanced by formal training.

9.
Do not cross your arms when socializing.

10.
Speaking loud over telephone at work place is a good manners.
Part – B (Subjective Type)

Max. Marks : 50

Answer any Five. All questions carry equal marks.

1.
"You will never find time for anything.  You must make it".  Do you agree with this?  Give 
reason for your answer with reference to time management.
2.
Explain the features of professional telephone etiquette in detail.

3.
What are the Do's and Don'ts to be followed during interview.
4.
Discuss about the e-mail etiquette.
5.
What are the poor manners noticed in youth.


6.
Discuss the results of positive attitude and negative attitude with examples.

7.
What are the types of values?  Identify some of your values and discuss their power.

-- 00 -- 00 --

A 12











PAGE  
1

