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Note: 1. Attempt all Sections, If require any missing data; then choose suitably.
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Define the term business communicatjor
Enumerate the difference between code and content.

Describe the role of clarity and brevity in written communication.

Discuss electronic writing with at least mpic-
Ascertain the factors responsible for audience analysis in any presentation.

Examine the difference between positive and negative messages.

Explore the importance writing CVs in employment communication,

Analyze two do’s of group discussion

Explain how agenda can play a major role in planning in meeting
Examine the role of the following: :
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1. Teleconference 2. Video Conference

SECTION-B-
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CASE ANALYSIS
Michael is an interivat a law firm. He is hired for a two-month internship
programme which iricludes assisting advocates, interacting with their clients and
attending court sessions. He did not use professional language and sometimes
ended up being rude fo his-seniors. This created confusion and a communication
block between him and the others in the workplace. Michael’s non-verbal
communication skills lacked miserably. I{is body language was off-putting, and
he often gave off'a negative vibe. Not only was he unable to solve given prOb,Iems
but he also lacked the ability to make decisions. However, after a few da g
Michael’'s performance suffered greatly which led to inefficiency ang cligni

dissatisfaction. Upon examining Michael’s work habits closel
B . g t
realized that he lacked interpersona skijfs ¥, the manager
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In order to improve Michael’s interpersonal skills, analyse at ms to
improve his work place Communicatioy, skills?
_'___‘——.._________ -

understanding and the emotiona| disposition of people for the conduction of

smooth functionality at the Workstation?

Keeping flow of communicatiop in mind, classify what he should m
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Ascertain the circ — -
umstances where pasgive communication may be in your best

mterest, even though yoyr leeds may not be met?
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" tion and also differentiate between General
&) Examine the Comlnumuatlo .
. ferm
(a) Examine the |

and technical communication.

————— tem in the Organizational communication can
- ramidal hierarchy system” . :
(b) bl“ﬂé,ﬂffgi as vertical horizontal and diagonal.” [llustrate the statement
£l ,

————— Question m—\

with suitable exam les.

(2) Examine the role of Coherence amfi kUnily in the development of
i;afagraph development in 3X3 writing process for business
communication.

OR

(b) Suppose you wish to establish a C_t;nputcr Lab in your department and
for that, you require 50 computers there. Now write and illustrate a
letter of enquiry to the HOD by inventing necessary detail yourself,
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(a) Examine different Modes of Presentation. Discuss each one of them in
detail with merits and demerits.

o

(b) Explore the relevance of augio- visuai support in presentation. Discuss
different methods and tecaniques 1o make it effective.
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(8) Analyse Interview s; Su ome Do’s an !
) ! X L OUgEest some D ts
s o Inervie «@9 s and Don’ts before, during

N OR
\ (b) One of your friends is going to appear m ey
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from you. Examine and suggest to him some ; d he requires some tips

' ) : ome important tips
(@) Your college Has organized a Seminar on "lmpaltfm‘i(}—lob lizati
Indian Econiomy”. Eminent speakers were alization on

) : invited and to g
Coverage you want to write press release. Asgy gIve news

: - ) i me j ; .
i 10t given make a press relenso for the e Information whicp
OR

mind? Once a meet
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T Ing is over how minugg ) PINg certaiy 5
ake an example '

and accordingly prepae ot e Meeting are Prepared?

__m_eetlm_;._m.,_______ﬁ‘ as well ag

h - . '___——"-'———._‘_._.._.. S _'—‘————_L__________-
(b) Evaluate how to drafy notice of the meeting am—

_-___-_‘_-_—-_'_‘—‘—-—-—
. gendas in
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