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SECTION - I 

Q. 1. Match the following:  

1. Writing style can be improved 

through the use 
a) Meetings 

2. Advantage of oral 

communication 
b) Jargon 

3. Teleconferencing is not 

suitable for 
c) Immediate feedback 

4. Another name for dialogic 

listening 
d) Grapevine  

5. Informal communication e) Active listening 

. 

(5) 

 

 

 

 

 

 

Q. 2. Answer the following. (Any Two) (20) 

 1. Write the characteristics, significance, advantages and limitations of written 

communication. 

 

 2. Elaborate the barriers in business communication.  

 3. State the importance of listening skills in business communication.  

 4. Explain the various aspects of Presentations.  

Q. 3. Write notes on (Any Two) (10) 

 1. Types of reports and their functions  

 2. Telephone etiquette  

  3.   Kinesics and proxemics  

  4.   Email etiquette  

SECTION - II 

Q. 4. Case Study 

Ms. Wellinker who is the senior manager in Trans Market research Co. Pvt Ltd. was 

assigned 3 projects with the deadline at end of three months. Ms.Wellinker is 

believed to have grown up the corporate ladder way too fast. However, she is also 

popular amongst the management for her strategizing and getting the work done. 

(15) 

C 
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Considered a brilliant manager the management expected her to finish the projects 

before deadline. Ms.Wellinker, who was eyeing a promotion with a hefty rise and a 

position in the Global strategizing department was way too excited about the 

project. She called in for a member of of the team and told him to finish the work as 

soon as possible. At the end of two months she realized the work was far from 

complete.  

 

Questions : 

Q. 1 What do you attribute the team’s failure to deliver? Suggest ways how the  

        team can be driven towards performance? 

 

Q.2 How does technology improve communication in a business organisation? 

  

Q. 5. Answer the following (Any one) (10) 

 1) Explain the Seven Cs of oral communication. 

 

 

 2) What are the merits and demerits of non-verbal communication?  

____________ 

 


