
§·¤æ§ü / Unit-I

1. ÂýÖæßè â¢¿æÚU @Øæ ãñU? ÂýÖæßè â¢Âýðá‡æ ·ð¤ çâhæ‹Ìæð´
°ß¢ ×ãUˆß ·¤ô â¢çÿæŒÌ ×ð´ â×Ûææ§°Ð

What is an effective communication ? Explain
in brief the principles and importance of
effective communication.

¥Íßæ / OR
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Time : Three Hours] [Maximum Marks : 75

ÙôÅU Ñ âÖè ÂýàÙæð´ ·ð¤ ©UîæÚU ÎèçÁ°Ð âÖè ÂýàÙæð´ ·ð¤ ¥¢·¤
â×æÙ ãñ´ UÐ

Note : Answer all questions. All questions carry equal
marks.
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¥æˆ× çß·¤æâ âð ¥æÂ @Øæ â×ÛæÌð ãñ´ U? ØãU ç·¤â
Âý·¤æÚU çß·¤çâÌ ç·¤Øæ ÁæÌæ ãñU?

What do you understand by self-
development ? How is it developed ?

§·¤æ§ü / Unit-II

2. â¢»ôcÆUè @Øæ ãñU? §â·ð¤ Üÿæ‡æ ÕÌÜæ§°Ð ¥æÂ °·¤
âÈ¤Ü â¢»ôcÆUè ·ñ¤âð ¥æØôçÁÌ ·¤Úð´U»ð?

What is Seminar ? Discuss its features. How
will you organise a successful seminar ?

¥Íßæ / OR

ÂýçÌßðÎÙ Üð¹Ù âð @Øæ ¥æàæØ ãñU? ÂýçÌßðÎÙ ·ð¤
×ãUˆß ·¤ô SÂcÅU ·¤èçÁ° ÌÍæ ÃØæßâæçØ·¤ ÂýçÌßðÎÙô´
·ð¤ Âý·¤æÚU â×Ûææ§°Ð

What is meant by Report-writing ? Explain the
importance of report and also explain the
various types of reports.

§·¤æ§ü / Unit-III

3. ÃØæßâæçØ·¤ Â˜æ âð @Øæ ¥çÖÂýæØ ãñU? §â·¤æ ×ãUˆß
ÕÌÜæ§°Ð °·¤ ÃØæßâæçØ·¤ Â˜æ ·ð¤ çßçÖ‹Ù Öæ»ô´
·¤æ çßßð¿Ù ·¤èçÁ°Ð

What is meant by business letter ? Explain its
importance. Discuss the different parts of a
business letter.

¥Íßæ / OR
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çÙ`ÙçÜç¹Ì ×ð´ âð ç·¤‹ãUè´ Îô ÂÚU çÅUŒÂç‡æØæ¡ çÜç¹° Ñ

(a) Ì·¤æÎæ Â˜æ

(b) ¥æÎðàæ Â˜æ

(c) »àÌè Â˜æ

Write notes on any two of the following :
(a) Dunning letter
(b) Order letter
(c) Circular letter

§·¤æ§ü / Unit-IV

4. ×õç¹·¤ ÂýSÌéçÌ·¤ÚU‡æ @Øæ ãñU? ×õç¹·¤ ÂýSÌéçÌ·¤ÚU‡æ
·ð¤ @Øæ çâhæ‹Ì ãñ´U? ©UÙ ƒæÅU·¤ô´ ·¤ô ÕÌæ§° Áô
ÂýSÌéçÌ·¤ÚU‡æ ·¤ô ÂýÖæçßÌ ·¤ÚUÌð ãñ´ U?

What is oral presentation ? What are the
principles of oral presentation ? Explain those
factors which effects presentation.

¥Íßæ / OR

¥ŠØÿæèØ Öæá‡æ @Øæ ãUôÌæ ãñU? °·¤ ·¤`ÂÙè ·ð¤
¥ŠØÿæèØ Öæá‡æ ×ð´ àææç×Ü ·¤è ÁæÙð ßæÜè Âý×é¹
ÕæÌð´ ÕÌæ§° ¥õÚU °·¤ Ù×êÙæ ÎèçÁ°Ð

What is Chairman’s speech ? Give the main
contents of Chairman’s speech of a company
and present a specimen.
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§·¤æ§ü / Unit-V

5. ç·¤âè ÕãéUÚUæcÅþUèØ ·¤`ÂÙè ×ð´ Òçß·ý¤Ø ·¤æØü·¤æÚUèÓ ÂÎ
·ð¤ âæÿææˆ·¤æÚU ·ð¤ çÜ° ¥æÂ·¤ô ÕéÜæØæ »Øæ ãñUÐ
¥æÂ·¤ô âæÿææˆ·¤æÚU ÕôÇüU ·ð¤ â×ÿæ ÂýSÌéÌ ãUôÙð ·ð¤
çÜ° ç·¤â Âý·¤æÚU ÌñØæÚUè ·¤ÚUÙè ¿æçãU°?

You get called for an interview for the post
of ‘Sales Executive’ in a multi-national
company. How you should prepare himself for
appearing before the interview board ?

¥Íßæ / OR

çÙ`ÙçÜç¹Ì ÂÚU â¢çÿæŒÌ çÅUŒÂç‡æØæ¡ çÜç¹° Ñ

(a) ßèçÇUØô ·¤æò‹Èýð´¤çâ¢»

(b) §ü-×ðÜ

(c) §‡ÅUÚUÙðÅU

Write short notes on the following :
(a) Video Conferencing
(b) E-mail
(c) Internet
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