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5. What do you understand by the term “Business

Etiquette” ? Write notes on the following :
4+4+4+4

{a) Office Etiquette

(b) Email Etiquette

{c) Phone Call Etiquette.
—IWTFQT*‘ remr” veg 9 9w 9EEd
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Note : Attempt Five questions in all. All questions
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6. You are working as a Senior Manager in the
KVC Company Pvt. Ltd. Draft a circular for
your staff to follow the Covid Guidelines issued

by the ministry of health, also allowing the
Class C and Class D employees to work at
50% strength of the specific Unit. 16

1. Attempt all short answer type questions :
(1) What is assertive communication ?

(1) What 1s the main limitation of the

aggressive communication ?
(1) What is the importance of audience

analysis ?
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(iv) Exit interview is important. Why ? Unit I

| (v) Dafterentiate between a notice and a FhE 1

circular.

2. What 1s the importance of learning ? Discuss
(vi) What do you understand by the hand the strategies of effective listening from the

shake etiquette ? business perspective. 4+12

(vii) What is external business H F Hed B 2 SAEHEITE  ShEd

—— O T Ui cation ? ———— T A HT WA ® S BT |
(vii1) What  1s  cross-cultural  business

communication ? 2x8=16 3. What are different categories of communication

used in an organisation ? Discuss their

—rﬁwwﬂquﬁaﬁwﬁﬁm:

suitability along with the advantages and

N 5 limitations. 4+12
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(v) s Ailed R TH e & A" AR

: MRST | Unit 11

| (vi) o THH % RIEER 9 a1 qued Fte 1T

| T 4. What is Non-verbal Communication ? What
(Vi) aed MR HaR P e 2 are its difference components ? Discuss the
(viil) h1H hoeald (IR HIER{dH) Toao¥ importance of each of them giving suitable

B hIH H € 2 example. 4+4+8
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(c) Avoiding Common Mistakes Y Hdldl HUAl UEde [diHds H dls
(d) Common questions for the post. TaGh % ®4 H k@ © | AT hH@nE
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7. What is a Business Report ? What are the
different types of business reports ? Discuss the

steps to be followed in report preparation. 16

9. What do you understand by Ethics in the =ZaaE e 1§ ? SgeEtas We &
business communication ? Why is it important ? SR R F €2 e TR O ww o
What kind of ethics need to followed in AT S o] =00 i o=l Ity |
business communication ? Illustrate with the
help of examples. 16 Unit IV
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8. You have to appear for interview for the post
of Branch Manager at HDFC bank. How will

you prepare yourself in terms of : 16
(a) Dress Code
(b) Networking
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