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                    Max.Marks:75

 
Note:    a)  No additional answer sheets will be provided.

          

b)  All sub-parts of a question must be answered at one place only, otherwise it will not be valued.

          

c)  Missing data can be assumed suitably.








Part - A 



Max.Marks:25
Answer all QUESTIONS.
	1.
	Write about the importance of clarity in communication.
	[3M]

	2.
	What is the equipment required for effective presentation?
	[3M]

	3.
	Write a brief note on writing synopsis.
	[3M]

	4.
	List out some time wasters.
	[3M]

	5.
	Write some differences between teams and groups.
	[3M]

	6.
	List out some ineffective negotiation skills.
	[2M]

	7.
	What are the elements of kinesics?
	[2M]

	8.
	List out types of reports.
	[2M]

	9.
	Define ‘Negotiation’.
	[2M]

	10.
	What do you mean by a over load?
	[2M]










Part – B


   
 Max.Marks:50
ANSWER ANY FIVE QUESTIONS. EACH QUESTION CARRIES 10 MARKS.
	11.
	a)
	Explain the various techniques of non-verbal communication.
	[5M]

	
	b)
	Explain the Importance of Body Language in communication.
	[5M]

	
	
	
	

	12.
	a)
	Describe the basic presentation structure. 
	[5M]

	
	b)
	Describe the challenges faced by the presenter.
	[5M]

	
	
	
	

	13.
	a)
	Explain in detail the important elements of a ‘Business Letter’.
	[5M]

	
	b)
	Write a letter to a publisher for placing an order for text books for your book store.
	[5M]

	
	
	
	

	14.
	a)
	What are the major challenges of time management? Explain.
	[5M]

	
	b)
	Write about major time wasters in an organization.
	[5M]

	
	
	
	

	15.
	a)
	Explain the importance and characteristics of teams in the organization.
	[5M]

	
	b)
	Elaborate on stages of team development.
	[5M]

	
	
	
	

	16.
	a)
	Write about Formal and informal situations of negotiation.
	[5M]

	
	b)
	Write about Effective negotiation skills.
	[5M]

	
	
	
	

	17.
	
	Explain the steps involved in:
	

	
	a)
	Thesis writing.
	[5M]

	
	b)
	Synopsis Building.
	[5M]
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