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      Max. Marks: 75
Note: No additional answer sheets will be provided.
Part – A 

Max. Marks: 25
Answer all the QUESTIONS
1. 
What is Tone Clarity?                                                                        
(3 marks)

2. 
What are Meetings?                                                                           
(3 marks)

3.  
Define Synopsis?                                                                              
(3 marks)

4.  
Define Time as a Resource.                                                                (3 marks)

5.  
Define Team Dynamics?                                                                  
(3 marks)

6.  
Define Distributive Negotiation Technique.                                    
(2 marks)

7.  
Write any two barriers to Effective Verbal communication?           
(2 marks)

8.  
What are Informal Groups?                                                              
(2 marks)

9. 
What are Self directed Teams?                                                          
(2 marks)

10. 
Define Goal?                                                                                   
(2marks)

Part – B 

Max. Marks: 50

ANSWER ANY FIVE. ALL QUESTIONS CARRY EQUAL MARKS.
1. a. 
Define Communication? Also explain objectives of Effective Communication?

    b. 
Elaborate steps to be followed for Effective Writing?

2  a. 
Write any two types of Presentations commonly used in today’s business organizations?

    b. 
Write any two types of Meetings and its objectives?

3  a. 
Differentiate between Financial Reports and Routine Reports?

    b. 
Write the format for effective Report writing?

4  a. 
What are Major Time Management Challenges? Explain.
    b. 
How do you Plan your Daily activities? Explain?

5  a. 
Explain briefly various stages in Team Development Process?

    b. 
What are Formal Groups? And also explain its objectives?

6  a. 
Explain various stages involved in Negotiation Process?

    b. 
Define Listening? Also discuss the points tobe followed to make listening an effective one?
7 a. 
What is Thesis Writing? Also explain its objectives.

b.   
Draft a sample of Annual Report of any Company you know?
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