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TILAK MAHARASHTRA VIDYAPEETH, PUNE 
BACHELOR OF COMPUTER APPLICATIONS (B.C.A.)   

EXAMINATION : APRIL – MAY 2015 

FIFTH SEMESTER 
Sub : Presentation Skills ( BCA-524)  

Date  : 21/05/2015  Total Marks :  80 Time: 10.00 am to 1.00 pm 

Instructions: 

1. Section I Q.1 is compulsory, Section II Attempt any Four questions. 

2. Each question carries 16 marks. 

 SECTION – I  

Q.1. A) Choose the most appropriate option. (Any 8) (8) 

 1. Agenda begins with the item approval of _________.  

 i) Notice ii) Minutes iii) Business letter  

 2. _________ is a process of bringing the voice under control.  

 i) Modifier ii)Body Gesture iii) Voice 

Culture 
  

 3. Archeological surveys, excavation works and historical documents and pictorials helps 

us to understand the development in respect of ___________ skills. 
 

 i) Non-verbal ii) Verbal iii) Oral  

 4. The _________ graph is useful to show data with the help of picture i.e. signs or 

symbols are useful to represent data. 
 

 i) Tree diagram ii) Bar iii) Pictorial  

 5. _________  involves how one arranges his personal space and what one arranges in it.  

 i) Proxemics ii) Paralanguage iii) Kinesics  

 6. ___________ proposals are suggestions made in the design of products or change in 

existing product or production technology. 
 

 i) Manuals ii) Technical iii) Circular  

 7. A ________ is a discussion in a group in which result of original research study is 

presented. 
 

 i) Panel ii) Conference iii) Seminar   

 8. Apart from the information and education, the ___________ also aims at giving the 

message of certain basic social need. 
 

 i) Notice ii) Circular iii) Advertising  

 9. The  feelings associated with posture of leaning forward (while listening) towards the 

communicator, indicates __________ 
 

 i) Alertness ii) Relaxation and ease iii) Enthusiasm and interest  

 10. Use of time is a very subtle factor in ________ communication.  

 i) Non-Verbal ii) Verbal iii) Written   

       B)  State whether the following sentences are True or False. (Any 4) (4) 

 1. Apology for absence from members are taken up and recorded before agenda is taken 

up. 
 

 2. A notice contains objectives hierarchical positions, their functions and responsibilities 

and duties.  
 

 3. Frowns on forehead depict pleasure. 

4. Posture can be used by any person to project the image which he wants others to form 

of himself. 

 

 5. Pictorial representation in motion form is useful to show immovable objects.  
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C)  Match the following. (4) 

 Column I Column 2  

 1. Conference a) Clubs and political parties  

 2. Paralanguage b) Environment and objects aroundness.  

 3. Artifacts c) people with similar interests  

 4. Conventions  d) Articulation  

SECTION – II 

Q. 2. Answer the following. (any 2) (16) 

 1. Discuss advantages and disadvantages of visual aids.  

 2. Explain the importance of Kinesics, facial expressions and silence in communication 

process. 
 

 3. Explain the objectives of advertising.  

Q. 3. Answer the following. (any 2) (16) 

 1. What are the Graphic aids used in Advertising.  

 2. Write short notes giving importance on Notices and Agenda.  

 3. Explain Group Discussions and how is it useful in business correspondence.  

Q. 4. Answer Any One question out the following. (16) 

 1. Explain the importance and types of Advertisements in communication.  

 2. Explain the importance of Body Language in Non-verbal communication and different 

types of Body language. 
 

 3. Explain the importance of visual and auditory methods of communication in day-to-day 

life. 
 

Q.5. A) Explain the meaning of Idioms and use them in your own sentences. (Any 4) (08) 

 1. Close shave 2. In a nut shell  

 3. High spirits 4. At the eleventh hour  

 5. Chicken hearted 6. Once in blue moon  

       B)  Explain the following figures or speech giving example. (Any 2) (04) 

 1. Metonymy  

 2. Pun  

 3. Irony  

       C)  Identify the figure of speech in the following sentences. (Any 4) (04) 

 1. Jane wept ocean of tears  

 2. He whistled and sang and laughed and rolled  

 3. Let lovely lilacs line Lee's lonely lane  

 4. He was put in irons  

 5. The ship ploughs the sea.  

Q. 6. Answer the following. (Any 2) (16) 

 1. What role does Eye contact and body gestures play in Communication.   

 2. What are the important points the speaker has to take into consideration to become a 

good speaker?  Explain the term Audience awareness. 
 

 3. Explain the importance of Graphic Language, describing any two types of graphs.  
_____________________ 


