[image: image1.jpg]Sreenidhi Institute of Science and Tm:hnnlngy

AUTONOMOUS




Sreenidhi Institute of Science & Technology
(An Autonomous Institution)

Code No:    123MB06
MASTER OF BUSINESS ADMINISTRATION 
I - YEAR I - SEM, JULY/AUGUST, 2014 (Supplementary)
BUSINESS COMMUNICATION AND SOFT SKILLS
Time:
3 Hours







     
Max. Marks: 60

 

Note: No additional answer sheets will be provided.

Part – A 

Max. Marks: 10

Answer all the QUESTIONS
1. What are upward communications?

2. What is Assertive communication?

3. List out different types of presentations.

4. What is 'minutes of a meeting'?

5. What is the general tone of proposals?

6. Write short notes on Time management.

7. Is a group necessarily a team?

8. What is the key for successful negotiation?

9. Explain Grapevine.

10. What is the general format for writing a business letter?
Part – B 

Max. Marks: 50

Answer any Five. All questions carry equal marks.
1. What are the various methods of non - verbal communication?

2. How should a business man give reply to a letter of complaint? 

3. a. Write an application for the post of sales manager in an MNC?  

    b. What are the steps to be followed while writing business letters?

4. a. What are the Barriers of Effective Presentation?




    b. Discuss different types of presentation techniques?

5. How should an executive plan his time?  Suggest a model frame work for time management.

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



    b. What are the steps to be followed for developing Effective Teams?

7. How do you prepare yourself for negotiation?
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