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Note : No additional answer sheets will be provided.

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

Max. Marks : 10

Answer all the QUESTIONS.

1. Attitudes represent beliefs, feelings not actions, tendencies towards objects.
2. Attitude cannot be changed through persuasion. 

3. The rate at which a person delivers a speech should depend on the mood of the speaker. 

4. There is a need  to establish a communicative bond with a group of listeners for effective public speaking. 

5. Etiquette is a code of behavior that delineates expectations for social behavior.
6. Manners  help reduce the boundaries between the public sphere and the private sphere.
7. A belief or feeling that someone or something is worthwhile is a value.
8. Goal setting cannot be used in every type of work place. 

9. Even the most motivated person can become discouraged if the complexity of the task wasn’t fully understood.

10. The schedules are restrictive elements for the accomplishment of a task effectively. 

Part – B (Subjective Type)

Max. Marks : 50

Answer any Five. All questions carry equal marks.

1. What do you understand by attitudes? Do you think it is possible to change attitudes? If yes, what are the ways?

2.
What is the difference between formal and informal interviews?  Write the do's and 
don'ts at the time of interview.
3.
What do you understand by etiquette and manners, specify the difference between 
them and make a note on Hygiene Manners, Courtesy Manners and Cultural Norm 
Manners.
4.
“Personal values are qualities that represent your priorities and highest motivations” 
validate the statement and make a note on types of values 

5.
What do you understand by time management? Brief upon the major time management 
challenges and strategies for better time management.

6.
What exactly is a resume suppose accomplish? And brief upon the do’s & don’ts in 
resume writing.

7.
Discuss about the table, telephone and e-mail etiquette. 
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