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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:20
Answer all QUESTIONS.
	1.
	What is the nature and scope of communication?
	[2M]

	2.
	What are the elements of a presentation?
	[2M]

	3.
	Explain the steps in writing a routine business report.
	[2M]

	4.
	What is the best way to manage your time?
	[2M]

	5.
	Define Team.
	[2M]

	6.
	What is negotiation?
	[2M]

	7.
	Define assertive communication.
	[2M]

	8.
	Write the causes to waste time.
	[2M]

	9.
	Explain the nature of groups.
	[2M]

	10.
	Define agenda.
	[2M]










Part – B


   
 Max.Marks:50
ANSWER ANY FIVE QUESTIONS. EACH QUESTION CARRIES 10 MARKS.
	11.
	a)
	Explain the process of communication through a diagram depicting the essential components of the process.
	[5M]

	
	b)
	Explain the barriers to effective communication.
	[5M]

	
	
	
	

	12.
	a)
	What is a Presentation?  Explain the types of Presentation.
	[5M]

	
	b)
	Discuss the role of a chairperson in a meeting.
	[5M]

	
	
	
	

	13.
	a)
	Is there any strategic approach to handle an unpleasant business situation in writing a letter?
	[5M]

	
	b)
	Why do you think, annual reports are more important as compared to other kinds of reports? Explain with an example.
	[5M]

	
	
	
	

	14.
	a)
	Discuss major time management challenges.
	[5M]

	
	b)
	Explain any four effective memory & time management strategies.
	[5M]

	
	
	
	

	15.
	a)
	How to make teams more effective? Explain.
	[5M]

	
	b)
	Discuss the stages of team development.
	[5M]

	
	
	
	

	16.
	a)
	“Clear communication is the key to effective negotiation”, Explain.
	[5M]

	
	b)
	Discuss the basic approaches to negotiation.
	[5M]

	
	
	
	

	17.
	a)
	What is nonverbal communication? Briefly explain various types of non-verbal communication.
	[4M]

	
	b)
	What are the seven C’s of Business Letter Writing?
	[3M]

	
	c)
	Would you like to work in a self-managed team? Explain with reasons. 
	[3M]
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