
 

 

[0102]  Page 1 of 4  

  

Roll No. .....................................                                                      Total Pages: 04 

 

0102 

B.B.A. IST SEMESTER EXAMINATION, 2019 

Paper – II 

Business Communication & Soft Skills 

Time: Three Hours 

Maximum Marks: 80 
 

         PART – A ¼[k.M & v½¼[k.M & v½¼[k.M & v½¼[k.M & v½      [Marks: 20] 

Answer all questions (50 words each). 

All questions carry equal marks. 

lHkh iz’u vfuok;Z gSaA izR;sd iz’u dk mŸkj    50505050 'kCnksa ls vf/kd u gksA  

lHkh iz’uksa ds vad leku gSaA 

         PART – B ¼[k.M & c½¼[k.M & c½¼[k.M & c½¼[k.M & c½      [Marks: 40] 

Answer five questions (250 words each). 

Selecting one from each unit. All questions carry equal marks. 

izR;sd bdkbZ ls ,d&,d,d&,d,d&,d,d&,d iz’u pqurs gq,] dqy ik¡p iz’u dhft,A 

izR;sd iz’u dk mŸkj 250250250250 'kCnksa ls vf/kd u gksA 

lHkh iz’uksa ds vad leku gSaA 

           PART – C ¼[k.M & l½¼[k.M & l½¼[k.M & l½¼[k.M & l½      [Marks: 20] 

Answer any two questions (300 words each). 

All questions carry equal marks. 

    dksbZ nks iz’unks iz’unks iz’unks iz’u dhft,A izR;sd iz’u dk mŸkj 300300300300 'kCnksa ls vf/kd u gksA 

lHkh iz’uksa ds vad leku gSaA 

 

 



 

 

[0102]  Page 2 of 4  

  

PART – A @ @ @ @ [k.M[k.M[k.M[k.M& v& v& v& v 

Q.1 (i) Define Business Communication.  

  O;kikj lapkj dks ifjHkkf"kr djsaA  

 (ii) Give two importance of communication.  

 lapkj ds nks egRo fy[ksaA  

 (iii) Differentiate between ‘Interpersonal’ and ‘Intrapersonal’ communication.   

  ikjLifjd vkSj varjoS;fäd lapkj ds chp varj crk,¡A 

 (iv) What do you understand by “Cross Cultural Communication”? 

  LkakLÑfrd ikj laokn ¼ØkWl dYpjy dE;qfuds’ku½ ls vki D;k le>rs gSa\ 

 (v) What is a “Curriculum Vitae”?  

  O;fä òÙk ¼ck;ksMsVk½ D;k gS\  

 (vi) State any two do’s and two don’ts of an interviewer.   

 ,d lk{kkRdkjdrkZ ds fdlh Hkh nks dk;ks± dk mYys[k djsa tks mUgsa djus pkfg;sa vkSj tks mUgsa 

ugha djus pkfg,A 

 (vii) Define “Kinesics”.  

  ÞdkbusflDlß dks ifjHkkf"kr djsaA  

 (viii) What do you understand by “Posture”?  

  Þvkluß ls vki D;k le>rs gSa\  

 (ix) What do you understand by “Soft Skills”?  

  ÞlkW¶V fLdYlß ls vki D;k le>rs gSa\ 

 (x) What do you understand by “Communication Gap”?   

  Þlaokghurkß ls vki D;k le>rs gSa\ 



 

 

[0102]  Page 3 of 4  

  

PART – B @ @ @ @ [k.M[k.M[k.M[k.M& & & & cccc    

UNIT –I@ @ @ @ bdkbZ bdkbZ bdkbZ bdkbZ – I 

Q.2 Explain the process of Business Communication.   

 O;kikj lapkj dh ÁfØ;k dh O;k[;k djsaA  

Q.3 Explain in brief the various types of communication.  

 la{ksi esa fofHké Ádkj ds lapkj ds ckjs esa crk,¡A 

UNIT –II@ @ @ @ bdkbZ bdkbZ bdkbZ bdkbZ – II 

Q.4 Differentiate between – 

 (a) Positive written message and negative written message.  

 (b) Direct / Deductive written communication and Indirect / Inductive written 

communication.  

 varj crk,¡ & 

 (a) ldkjkRed fyf[kr lans’k vkSj udkjkRed fyf[kr lans’kA 

 (b) ÁR;{k fyf[kr lans’k vkSj vÁR;{k fyf[kr lans’kA 

OR@@@@vFkokvFkokvFkokvFkok     

Q.5 Enlist and explain the importance of Verbal Communication. 

 ekSf[kd lapkj ds egRo dks lwphc) djsa vkSj le>k,¡A 

UNIT –III@ @ @ @ bdkbZ bdkbZ bdkbZ bdkbZ – III 

Q.6 What are the guidelines for drafting a CV? 

 O;fäo`r ¼ck;ksMsVk½ dk Ák:i.k djus ds fy, D;k fn’kk funsZ’k gSa\ 

OR@@@@vFkokvFkokvFkokvFkok     

Q.7 What are the guidelines that a person should follow while appearing for an interview?  

 Lkk{kkRdkj ds fy, ÁdV gksrs le; fdlh O;fä dks fdu fn’kkfunsZ’kksa dk ikyu djuk pkfg,\  

UNIT –IV@ @ @ @ bdkbZ bdkbZ bdkbZ bdkbZ – IV 

Q.8 What are the five basic physical descriptions of facial expressions? Explain in brief.   

 psgjs ds Hkkoksa ds ik¡p ewy HkkSfrd o.kZu D;k gaS\ laf{kIr esa o.kZu dhft,\ 
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OR@@@@vFkokvFkokvFkokvFkok     

Q.9 What does the various head position and leg position denote? Explain. 

 fofHké flj dh fLFkfr vkSj iSj dh fLFkfr D;k le>krh gSa\ o.kZu dhft,A  

UNIT –V@ @ @ @ bdkbZ bdkbZ bdkbZ bdkbZ – V 

Q.10 What are the barriers to effective business communication?   

 ÁHkkoh O;kolf;d lapkj esa D;k D;k vojks/kd gSa\ 

OR@@@@vFkokvFkokvFkokvFkok     

Q.11 What is the importance of soft skills in an organisation?    

 fdlh laxBu esa Þlk¶V fLdYlß dk D;k egRo gS\   

PART – C @ @ @ @ [k.M[k.M[k.M[k.M& & & & llll 

Q.12 What are the 7 C’s of communication? Explain.   

 lapkj ds 7 C D;k gaS\ Li"V djsaA 

Q.13 Write a note on “Power of Listening” in an organisation.  

 ,d laxBu esa Þlquus dh 'kfäß ij ,d uksV fy[ksaA 

Q.14 Explain various types of CV.  

 fofHké Ádkj ds ck;ksMkVk dh O;k[;k djsaA  

Q.15 What is the difference between ‘Postures’ and ‘Gestures’? Explain different types of 

gestures in detail.   

 Þeqækvksa vkSj b’kkjksa esa D;k varj gS\ fofHké Ádkj ds b’kkjksa dks foLrkj ls le>kb;sA  

Q.16 Explain various types of soft skills in brief.   

 laf{kIr esa fofHké Ádkj ds uje dkS’kYk ¼lkW¶V fLdYl½ dh O;k[;k djsaA 

----------------------------------------- 

 


