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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:25
Answer all QUESTIONS.
	1.
	Write a short note on Kinesics.
	[3M]

	2.
	What is Jargon?
	[3M]

	3.
	Write the purpose and contents of a Synopsis.
	[3M]

	4.
	Write a note on three major challenges in time management.
	[3M]

	5.
	What is Norming stage?
	[3M]

	6.
	What is a fixed pie negotiation?
	[2M]

	7.
	Explain aggressive communication.
	[2M]

	8.
	What is a progress report?
	[2M]

	9.
	What is a self-directed work team?
	[2M]

	10.
	Describe any two modern methods of communication.
	[2M]











Part – B


   
 Max.Marks:50
ANSWER ANY FIVE QUESTIONS. EACH QUESTION CARRIES 10 MARKS.
	11.
	
	Define communication. Elucidate the types of communication.
	[10M]

	
	
	
	

	12.
	a)
	What is the purpose of presentation? Explain the key steps in presentation. 
	[5M]

	
	b)
	Explain the phases of conducting a chair session. 
	[5M]

	
	
	
	

	13.
	a)
	Discuss the features of a good report. Mention the principles to prepare a report. 
	[5M]

	
	b)
	Classify the business reports. 
	[5M]

	
	
	
	

	14.
	a)
	Illustrate the role of Managers in inculcating time management skills in employees.
	[5M]

	
	b)
	“The most common time-waster is procrastination”. Discuss how to overcome it.
	[5M]

	
	
	
	

	15.
	a)
	Interpret the importance of team and team work.
	[4M]

	
	b)
	Write in detail the stages in team development.
	[6M]

	
	
	
	

	16.
	a)
	What is negotiation? Explain the types of formal negotiation. 
	[5M]

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

	
	
	
	

	17.
	
	Write the following:
	

	
	a)
	Seven C’s of communication.
	[3M]

	
	b)
	Meeting minutes.
	[3M]

	
	c)
	Essential qualities of a business letter.
	[4M]
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