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Note: Answer all questions.

Q. 1.
Attempt any six of the following
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a) What are the essentials of effective communication?

b) Define verbal and non-verbal communication

c) Differentiate between circulars and notices.

d) Discuss do’s and don’ts of a presentation.
e) What are the characteristics of a good speaker? Discuss.
f) What do you understand by the term ‘Kinesics’? Explain.
g) How does downward communication differ from horizontal communication?
h) Discuss various strategies which can be adopted by an individual to improve his/her reading skills.

Q. 2. 
Discuss in detail the seven C'S of Business Communication. Examine its importance in the current scenario of electronic communication. 
    


               10
OR
Explain the meaning and importance of communication. What are the barriers to communication? How to overcome barrier in the communication?













    
Q. 3. 
Draft an effective Curriculum- Vitae for the post of personality development trainer. 10





OR
Why public speaking is more difficult as compared to presentation. Explain the strategies to reduce the stage phobia and enhance the public speaking skills.

Q. 4. 
What are the ethical and legal aspects of Business Communication?    

    10
OR
Explain the role of listening in communication. Discuss principles and barriers to effective listening.








    
Q. 5. 
Describe different techniques of group discussion. What are the various guidelines for group discussion?






    

   10
OR
Define the meaning and concept of report writing. Explain various types of Business Report. What are the essentials for a good report? 



    
