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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 37 fErd 8 TEE W F S| 50 TR ¥
afu 7 BN ot uv ® ofF T #

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

TEE IHE ¥ TH-UH W TN g, 7 e W st
TAF T H IW 250 TR ¥ AF 7 7
ot v B oFF wEm B
| PART-C [Marks : 30]
(Gvs-9)
Answer any two questions (300 words each).
All questions carry equal marks.
FE T 9T FINT TAF W9 FOIW 300 TR G
sfuw 7 & ot i B oFF wum 2
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1. @

(i)

(i)

@iv)

- (V)

(vi)

PART-A
(@us-37)
UNIT-I

GHE-D

What is Business Communication ?
HEAIaF GOk & 2

Write reasons of socio phychological communication

barriers.

TAAE TER raldf ® wRun ot fafEw
UNIT-II
(FHTE-10)

Is AIDA a guide for drafting effective sales letter ?
T AIDA 99t fawa @ fae #1 AwiRsis®
a2 |
State any four principles of Oral’Presentation.
difes wfie & %8 wR fagra saEu
UNIT-III
(3hTE-110)

What are the objectives of Interview ?
WEHR % Sevd 1 ' ¢ 7
What do you mean by open questions ?

T WA ¥ am o we €2
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UNIT-IV
| (FHE-IV)
(vii) Define sign language.
g S H URefem sifsml
(viii) What do you mean by mannerism. ?
freeR @ oMy ¥ TR ¥ ?
~ UNIT-V
FFE-V)
(ix) Define Attitude.

sfewm seEn sl w1 TRy

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

Wiaw™ ® HE 3 I TOBU

PART-B
(gus-7)
UNIT-I
(FFTE-T)
2. Explain advantages and disadvantages of oral and written
communication. .
Hfgw iR fofem wOR & -3 w0 fEEA i

OR (379@)
3. Explain communication process. Discuss its various
components.

TR IR W TR FIRT S gen ol i gHemEy
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— UNIT-IT

- @Em-ID

4. What do you mean by Audience Analysis ? How will you

- make Audience Analysis in communication process ?
g favemo ¥ o9 T SRR T ? TR WOR UEA
A gm fawdwo fF vER R s R O?
OR (317am)
5. Explain the various forms of Audio-Visual

Communication.

[I-9 GOR % fafe= yew # 9w wife

UNIT-1II

(FE-100)

6. . Write a job application specimen.
R (W) F fw we- w oA A
OR (3197=m)
7. What is resume ? How will you prepare an effective

resume ?
FEER T OT? TE YRl SER AW H¥ R
w4 2
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10.

11.

UNIT-1V

(FHTS-IV)

Explain manners used while using Internet.
TREE FH WM FW g9T fRA-TE fremml w1 o
@ =l

OR (37¥4)

Write an essay on phone manners.

TR S| w femEr W e fafeu

UNIT-V

(FFE-V)

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

self-development and communication interdependent ?
wieFe ¥ oW ¥ wHEW €2 WM R wER
TH-TR W Py fk §2?

OR (3% -

What is Stress Management ? Explain the causes of stress.

TEE VA F T ? W ® fafH= wRON H Sasul
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PART-C
(@ueE-u)

UNIT-I

(FFE-1)

12. Explain principal barriers to management communication.

13.

14.

Also suggest measures for improvement of these barriers.
T FOR % ST e &1 e el 3 v
N P FE B AU ggE Hfm

UNIT-II

(FFE-1D)
What is meant by report ? Explain various steps to be

taken for a report presentation.

fad @ w0 ofm 2 ROl it @ fafee =
F A FITSU

UNIT-III

(F%TE-111)
What do you mean by conducting an interview ? Explain

various steps involved in conducting an interview.
WhR Foed & 3 AWIE 7 W waem ® fou
N FEH IoW T ¥, THERU
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UNIT-1V

(FFE-IV)
15. What is Non-Verbal Communication ? Explain various
types of Non-Verbal Communication. v
AHfE gOR | T oWE € 2 Wil TR % fafe=
THR SR |

UNIT-V

(FFE-V)

16. Define Leadership ? Explain the qualities of a leader.
o ¥ ¥ oAfYE R? TE T ® W waRul
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