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B.B.A. IT SEMESTER EXAMINATION, 2019
Paper - 11
Business Communication & Soft Skills

Time: Three Hours
Maximum Marks: 80

PART - A (5vs — 3j) [Marks: 20]
Answer all questions (50 words each).

All questions carry equal marks.

! 797 a1 &/ FAE FI7 BT GY 50 <] H w7 &/
T 7o B HF G 8
PART - B (&vs — §) [Marks: 40]
Answer five questions (250 words each).
Selecting one from each unit. All questions carry equal marks.
URF §HIE W YH—YF J97 g7d §Y G Gid J97 BIfory |
geder §e P GOV 250 II5] W SifEd T &/
7 7o & Sid G &/
PART - C (gvs — &) [Marks: 20]

Answer any two questions (300 words each).

All questions carry equal marks.

B & goT P Ydd goT BT SV 300 I & 3B T &/
v geI P b THT 8/

[0102] Page 1 of 4



PART - A / Hvs—

Q.1 (i) Define Business Communication.
R HaR BT aRAIT & |

(i) Give two importance of communication.

IR & &l Hed o |

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

IRER® 3R FdRIAhd FIN b drd 3fa¥ gdd |

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

ARGIIS IR HaTe (19 Hodkd HRIFHIE) | A F7 FAS 27

(v)  What is a “Curriculum Vitae”?

fth g (STATSel) &I &7

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

U FlelfchRadl @ [hdl 9§ a1 BRIl BT Ioold BN Gl S B dled IR ol I
Bl B AR |

(vii) Define “Kinesics”.
"PISIIdE" P IRATT BN |
(viii) What do you understand by “Posture”?
"M 3T FAT FESIA 87
(ix) What do you understand by “Soft Skills”?
Hive Reed” | MY R AT 27
(x)  What do you understand by “Communication Gap”?

"HATEIaT X 3 T FHSI & °
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Q.2

Q3

Q4

Q.5

Q.6

Q.7

Q.8

PART-B / @vs—§

UNIT -1/ 5&15 -1
Explain the process of Business Communication.
MR HAR BT UHAT DT ARAT X |
Explain in brief the various types of communication.
Hey H A gpR & TR & IR H 9] |
UNIT -11/ 5&18 =11

Differentiate between —

(a) Positive written message and negative written message.

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

IR gdmv —

(a) FAPRIAS forlRad Haer IR TR falRad Fem |

(b) vcger frRaa wawr iR e forRad waer |
OR /372d1

Enlist and explain the importance of Verbal Communication.

HiRgh HAR & Aed bl Galdg B AR A |

UNIT -1/ g&15 — 111
What are the guidelines for drafting a CV?

Afthgd (ARITSTT) &1 UReUvT & & forg aar fem fder &7
OR /372d1

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

TR & foTU Udbe 8id a9d {6l aafs &1 fea fRenfacer &1 ure= &ear =nfeu?
UNIT -1V / %15 =1V

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

B B 9Idl b Ura gl wifad quid aar 87 e d aoi| Hifee?
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OR /31ar
Q.9 What does the various head position and leg position denote? Explain.

fafe RR & Rafa sik Ik &1 Rafa @7 Iasmd €2 goia ST |
UNIT-V/ 5318 -V

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

YT T AR § T T AR D o2

OR /31qar

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

) WreT # giie Rbod” b1 T 98 87

PART -C / ¥gvs— ¥

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

IR & 7 C T 27 W< BN |

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

T |G H "GAT DI ARE" WR TS AlC ford |

Q.14 Explain various types of CV.
s TR & SATSIET B ARAT B |

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

gestures in detail.

qarsil 3R SURI # 1 ofdR 2° A UaR & $9IRI & fRaR &4 FHsmgy |

Q.16 Explain various types of soft skills in brief.
Jfera # fafas TeR @& RA deTa (v Rabed) o e o |
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