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B.Com. (Third Year) Examination, 2017

BUSINESS ADMINISTRATION
(Business Communication and Soft Skills)

Time : Three Hours
- Maximum Marks : 100

PART-A [Marks : 20]
(@ve-37)
Answer all questions (50 words each).
All questions carry equal marks.

gt w7 frard 8 T&F W F S| 50 VR ¥
afus 7 B st u ® ofF wEm R

PART-B [Marks : 50]
‘ (GUs-9)
Answer five questions (250 words each). Select one question
from each unit. All questions carry equal marks.

TF THE ¥ TH-USH W I qC, FHA Ul 9w
 U® WA H I 250 TR ¥ ARE T
Tt v ofF wum
| PART-C [Marks : 30]
(@ve-¥9)
Answer any two questions (300 words each).
All questions carry equal marks.

FE I 9T I TIF T FT WK 300 TR ¥
afem = B Tt g ® o wum B
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PART-A
(Tus-31)
UNIT-I

(1)

1. (@  What is Business Communication ?
ZEAfE §OR ¥ R

(i)  Write reasons of socio phychological communication

barriers.
FAEE TEAR SEUHT ® RO R ﬁaﬁa‘m
| UNIT-II
(FHTE-10)

(i) Is AIDA a guide for drafting effective sales letter ?
TN AIDA w9Et fawa v fae w1 AriEs
o 2 |
(iv) State any four principles of Oral Presentation.
Hfgs wgfe & w5 9R fogr sanu
UNIT-III

(FeTE-110)

- (v)  What are the objectives of Interview ?
WAHR F S2¥T F ' T ?
(vi) What do you mean by open questions ?

g WA ¥ o e oW ¥ 7
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UNIT-1V
| (FHTE-IV)
(vii) Define sign language.
g S H gRefem st
(viii) What do you mean by mannerism ?
fTeER ¥ oW ¥ e ¥ 2
~ UNIT-V
(FFE-V)
(ix) Define Attitude.
sfewm serer sfigfa = wHERET

(x) Give any two objective of self-development.

wWHFE % HE Y S FaBEy

PART-B
(Eue-9)
UNIT-1
(FTE-T)
2. Explain advantages and disadvantages of oral and written
communication. .
g ok fafgn @R & qU-I w1 faEea Fg

OR (37=m)
3. Explain communication process. Discuss its various
components.

mmﬁmmlwwi@ﬁaﬁml
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UNIT-

- GEE-ID

What do you mean by Audience Analysis ? How will you

- make Audience Analysis in communication process ?
g fovemo § o W ¥ ? U WER W
A gm fawewor fFg yER e S ® 2

OR (372r@)

Explain the various forms of Audio-Visual

Communication.

-5 GER ® e e wm o s

UNIT-11I

(FE-100)

Write a job application specimen.
T (W) ® fm weA-m w T R
OR (319am)
What is resume ? How will you prepare an effective

resume ?7
AR FM B2 TF YR SR aM Y WR
L 2
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10.

11.

UNIT-1V

(FFTE-IV)

Explain manners used while using Internet.
TR H WM wW T fEA-fee fremn W em
@ =gl

OR (31¥=)

Write an essay on phone manners.

IAER I w fieEr W e fafeau

UNIT-V

(FHE-V)

What do you mean by self-development ? How are the

self-development and communication interdependent ?
wigFe § oW ¥ WHEW €2 WhEem iR wER
- W w9 fRk ¥2

OR (372@) -

What is Stress Management ? Explain the causes of stress.

TEE VA F Y ? O ® fafH= wRON H Sasul
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12.

13.

14.

PART-C
(@Us-|)

UNIT-1

(FTE-I)
Explain principal barriers to management communication.

Also suggest measures for improvement of these barriers.
T TR & ST SR HY AT HIWU 37 Tae
= [ FE H fau gam i

UNIT-II

(FFE-10)
What is meant by report ? Explain various steps to be
taken for a report presentation.

fd @ 7 ofom 22 RO vt @ fafr ol
H HARAT FC

UNIT-III

(3E-11D)
What do you mean by conducting an interview ? Explain

various steps involved in conducting an interview.
TR WEeH ¥ 1 AU ] ? 399 gaed & f
FN #gH I8W T T, THEEU
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UNIT-1V

(FFE-1V)

15. What is Non-Verbal Commﬁnication ? Explain various
types of Non-Verbal Communication. | |
wiEfE T9R ¥ 7 oW € 2 wiefe R % fafe
TFR FRT |

UNIT-V

(FFE-V)

16. Define Leadership ? Explain the qualities of a leader.
T ¥ oFn o 2 TE YW R W SERY
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