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Q. LA Fillin the blanks with appropriate w{)rdq

&

—emsin 38 a last [ink of Communication eyele,

YA gy

(Ss':nder Rr:tuwr I ecc%back)

T

T_, ~_w(nn'ummu.auon means commumc-umn between two person.
{ merpcrsunal (:raup. Intrapersonal)

For e

S oTRe: ) ELLERR means to hcaratlemzveh uhat speaker is saying,
: (Listening, Reading, Writing)

4, Group discussion ; 18 very
(Internal, Formal, Resmcud)

(15)

5
4 T e e the official reu)rd of the business transacted ata mwtm;_.
je (Minutes, Notice, Resolution )

. B] Match the following,

A v

1 - a. Downward Communication _ ' 1.Checking all kmd of Error

Jargon s 3. Poor Vocabulary

Language barrier sy S ) “. 4 Technical Term

Debate : , * . ' 3. Face to face communication
' N, Formal communication -

B g

; C}f State v.'heiher following stalements are True or False

= eedback 1s first step in the process of communication,

2. Oral and Written communication are part of non-verbal commumcanon
3. In group discussion it is difficult to fix responsibility, .
4.
5.

Agenda is form of oral communication, o
: Grapcnne is an mfonnal channel of commumcmron %
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" f A] What are ihe ments and Dements cf wnnen commumcanon

B} ‘vﬂwi are 1he dxfferent ty pes ot hstenm
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Editing_ e f : J 2. ’\{Icssagc flow from higher to lower authomy
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8 What is Imerview? Explan the tipes of Inferview e ‘ i
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U What are the common mistakes made b the candidates i group dircussem

D] What is presentation” How vou can prepare hefore presentation”

- 8.51.A] Senam Flectronics want 1o furshase some washing machises (o stock them for Dhoiali sale. Cop
) ; p . W 2PN LR - -

She made an enguiry about diffeg@nt yerities of washing machine availahle snd el prves tovm G
Shivam Flectronics. Draft a letter of ipfuiry. : -
B} Write a letter of appiication for IT Engine#r for one [T professional firm. ey

or

C] You are the Secretary of student council and you haveogive report of canteen facthiGes W the e
 principal of the college. 5 % ) B ‘ e

D} Define Editing and explain what is key of good edi'tiﬁg.‘

Q.5] Write short notes. (Any three) ‘ B e ®

L 1. Skimmmg .
2. Descriptive writing o
-3, Barriers w listening

Notice and Agenda
Grapevine

.
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