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Note : No additional answer sheets will be provided.

Answer ANY FIVE QUESTIONS.  ALL QUESTION CARRY EQUAL MARKS.
1.
a)
Explain the nature and scope of communication.


[ 6 ]


b)
Briefly explain the difference between verbal and non-verbal 
communication.







[ 6 ]

2.
a)
Briefly explain the advanced presentation skills used in today's 
communication process?






[ 6 ]


b)
What is a 'presentation'?  And what are the steps to be followed for 
making a presentation effective?





[ 6 ]

3.
a)
Write an application for the post of sales manager in an MNC?  
[ 6 ]


b)
What are the steps to be followed while writing business letters?
[ 6 ]
4.
a)
Explain the process of Negotiation?




[ 6 ]


b)
Is there any difference between Negotiation and bargaining.  Explain.  [ 6 ]

5.
a)
What are the different types of reports in business?


[ 6 ]

b)
Briefly explain the salient features of a good report?


[ 6 ]

6.
a)
Define Team?  What are the stages in team development process.
[ 6 ]


b)
Discuss the challenges of creating an effective team?


[ 6 ]

7.
a)
What do you mean by time management?  Explain its role in today's fast 
moving world?







[ 6 ]


b)
How do you eliminate 'Time Wasters' in a business organization?
[ 6 ]
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