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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.

ANSWER ANY 5 OUT OF 8 QUESTIONS. EACH QUESTION CARRIES 14 MARKS.

	1.
	a)
	Define communication, what are the different types of communication? Explain.
	[7M]

	
	b)
	Identify various barriers of communication, how can they be overcome.
	[7M]

	
	
	
	

	2.
	a)
	Explain the steps involved on planning and delivering a presentation.
	[7M]

	
	b)
	As the chairman of the meetings what are the functions, duties and responsibilities that you envisage for yourself?
	[7M]

	
	
	
	

	3.
	a)
	What is business letter? Draft a sample letter of any company you know?
	[7M]

	
	b)
	Write the format for effective Report Writing.
	[7M]

	
	
	
	

	4.
	a)
	Define Time Management. What are major Time Management challenges?
	[7M]

	
	b)
	How do you manage time in planning your daily activities? Explain.
	[7M]

	
	
	
	

	5.
	a)
	What are the team communication skills required in Team Dynamics?
	[7M]

	
	b)
	Define Team.  Give Characteristics of effective Team.
	[7M]

	
	
	
	

	6.
	a)
	Explain about Formal and Informal situations of negotiation.
	[7M]

	
	b)
	“Need to Negotiate “is  it required in Business Communication? Explain.
	[7M]

	
	
	
	

	7.
	a)
	Explain Advanced Presentation skills.
	[7M]

	
	b)
	Write about Technical Report Writing.
	[7M]

	
	
	
	

	8.
	a)
	Define Team Dynamics.
	[7M]

	
	b)
	What are the Characteristics of written communication? Explain.
	[7M]
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