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B.Com. (Third Year) Examination, 2018

BUSINESS ADMINISTRATION
(Business Communication and Soft Skills)

Time : Three Hours
Maximum Marks : 100

PART - A (@US-37) [Marks : 20
Answer all questions (50 words each).
All questions carry equal marks.
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PART - B (@UE-9) [Marks : 50

Answer five questions (250 words each).
Selecting one from each unit. All questions carry equal marks.
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PART - C (@Us-¥H) [Marks : 30
Answer any fwo questions (300 words each).
All questions carry equal marks.
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PART - A
(Tvs-31)
UNIT - I
(3=TE-1)
1. (i)  What is audio-visual communication ?
TY9- 957 H9R R e 2
(ii) What is effective communication ?
T HER 2
UNIT - I
(3TE-1I1 )
(iii ) Define audience analysis.
gra-fargerao = uftsnfia S|
( iv) What is presentation ?
EISIGE U D )
UNIT - I
(FhTé-111 )

(v) What do you mean by Jjob application ?
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(vi) Define mock interview.

AT AR i afemen s |
UNIT - IV

(FHTE-1V )
(vii ). What do you mean by body language ?
wriifis e | R @ e €2
( viii ) Define etiquette.
forram 1 wftafia SIS |
UNIT-V
(3E-V)
(ix) Give full form of SWOT.
“afte’ g e |
(x) What do you understand by analytical skills ?
forgRvUITcHe: Q&I & 31T SR T 2
PART - B

(@)
UNIT - 1L
(3hE-1)
Explain in brief the various types of communication.
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Differentiate between formal and informal communication.
i qen S §uR # o wfa it |

UNIT - 11

(FT3-11)
What do you mean by business letters ? Discuss in brief the

imporatnce of business letters in the development and growth
of business.
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Define oral presentation. Describe in brief the principles of

‘oral presentation.
Aiftes wgfereror st e Fiford | Hifasw wegferor & fagmi
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UNIT - 111

(ZHE-HI)
What is Bio-data ? Give-an specimen of your bio-data for any
bank job.
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7. What do you mean by Group Discussion (GD) ? Describe in
short the various techniques of group discussion.
TwE el 9 mwm%m{ﬂﬁaﬂ?aﬁﬁfuﬂaﬁaﬁ
=1 Gam F 9o i |
UNIT - IV

(TETE-IV)

8. Define a good student. Give 10 points each abput Do's and
Don'ts for a good student.
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9. What do you understand by mannerism ? Explain in brief the

internet manners.
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development ? Explain.
mw@mé‘?@%%ﬁmﬁmﬁ@ﬁaﬁmé?
T Fifs |
11. Write a short note On anger management.
P T R T W o fafed |
PART - C
(@uz-7)
UNIT - |
(3@TE-1)

12. Write an €ssay on 7C's of Communication invented by Francis
J. Begin.
m@aﬁ.éﬁmmmﬁaﬁm%m‘m’wwﬁw
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13.

14.

15.

UNIT - I

(gwTE-I1)
Write a request letter to state bank of India for granting Rs.
10 lakhs as education loan for your higher education.
ot = fren & fod 10 @@ &, ¥ fen-=o F Wi 8g
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UNIT - III

(gwrE-1I1)

What is interview ? Describe in detail about the preparation

of interview.

e R e §7 e it A At ¥ forem & av
HfA |

UNIT - IV

(FHTE-1V)
What do you mean by leadership ? Describe the various merits

of a successful leader.
ﬁqaﬁmwmm%?@mﬁm%ﬁquﬁm
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UNIT-V
(F-V)
16. Define time management. Discuss in detail the advantages

of time management.
mwﬁvﬁﬂmﬁaaﬂmnmw%ﬁwﬁfﬁm
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