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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 salient features of an Effective Communication Process.












[ 6 ]


b)
Define Assertive Communication.





[ 6 ]

2.
a)
What are the Barriers of Effective Presentation?


[ 6 ]

b)
Discuss different types of presentation techniques?


[ 6 ]

3.
a)
Discuss the points to be followed while writing a synopsis?

[ 6 ]


b)
Write a "leave letter" to your boss, who is very reluctant to give leave? [ 6 ]

4.
a)
Define Annual reports and progress reports.



[ 6 ]


b)
Briefly explain about the importance of drafting a good-report in 
business organization.






[ 6 ]

5.
a)
What do you mean by Negotiation? Explain basic approaches to 
negotiation?








[ 6 ]


b)     What are techniques used in Informal and Formal Negotiation situation?  [6]

6.
a)
Explain the difference between "Teams" and "Groups".

[ 6 ]


b)
What are the steps to be followed for developing Effective Teams?
[ 6 ]

7.
a)
What are the major Time Management challenges?


[ 6 ]


b)
Define "Time" and "Memory".





[ 6 ]
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