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Instructions:  1) All questions are compulsory. 

   

Q.1  Answer the following questions. (any two) Marks 
Bloom’s 

Level 
CO 

 a) 
Define the term communication and discuss in detail flows/networks 

of communication in business context with suitable examples.  

8 L2 CO1 

 b) 
Elaborate in detail non-verbal codes of communication with suitable 

examples.   

8 L2 CO1 

 c) Do as directed. 

1. Manoj said, “I am going to attend this lecture”. (Convert into 

indirect speech) 

2. They said, “We have bought this house for our children”.   

(Convert into indirect speech) 

3. They elected him chairman. (Change the voice) 

4. The cat drank all the milk. (Change the voice) 

5. My father drives carefully. (Identify parts of speech of 

underlined word.) 

6.  She picked a delicious peach from the tree. (Identify parts of speech 

of underlined word) 

7. Meenal attends karate class every Saturday. (Identify the tense of 

given sentence ) 

8. A property dealer was shoot dead by four unidentified jacket clad 

men while taking a morning walk/ in a park. (Identify and 

correct the error) 

    8 L2 CO2 

 

Q.2  Answer the following questions. (any two)  

 a) Differentiate hearing and listening and elaborate the process of 

listening. 

8 L2 CO3 

 b) Read the following passage and answer the questions below. Each question 

carries 2 marks. 

If you are not in the grip of avarice, you will choose a trade or profession 

8 L3 CO3 
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that appeals to you as the means of self expression and social service, even 

if you cannot earn much money by it. Your daily duty is not merely 

money- making drudgery; it is your contribution to social progress and the 

path of personal development. How sad must be a whole lot of population 

who must do uncongenial work simply for the sake of money? I know a 

young professor who loved literature passionately and taught it admirably; 

but his salary was little, and he became a lawyer in order to secure a larger 

income. I tell you that man was guilty of a crime, and he will not be happy 

as a lawyer, though he may be a little more comfortable, a little better fed 

and dressed and lodged. A musician who is born a violinist can never be 

personally happy or socially useful as a prosperous merchant or stock-

broker, as he will miss the violin all the time. Avarice puts round men in 

square jobs and square men in round jobs. At present a lot of people in all 

classes, rich and poor, are unhappy and restless because their daily work is 

not interesting. It does not provide an outlet for the creative impulse and 

the insistent urge of personality. Therefore, don‟t ask in youth, How can I 

earn a fat salary? Ask rather, „How can I be truly happy and do the most 

good to society? Then you may have less money, but you will have more 

of life and joy. 

1. When can a man choose a profession through which he can express 

himself and serve others?     

2. Why does the author consider the lawyer known to him guilty of a 

crime?   

3. Why are most of the people unhappy at present?  

4. What is the advice of the writer to the youth? 

 c) Illustrate various techniques to be used to avoid stage fright while 

delivering a speech. 

8 L3 CO4 

 

Q.3  Answer the following questions. (any two)  

 a) Prepare your own resume and cover letter to be sent to Avanza 

Solutions in response to the following advertisement. 

 

9 L3 CO5 
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 b) The Board of Directors of Capgemini, 20/5 Jaragnagar Pune, held its 

Fifth meeting of the year on 25 April 2021at 11 AM on the company 

premises. The agenda was as follows: 

1. Confirmation of the minutes of the last meeting 

2. Developing new software considering the need of the market 

3. Opening a branch in Nagpur 

4. Recruitment of trainees 

5. Date of next meeting 

6. Any other matter with the permission of the chairman 

As the Secretary to the Board meeting, draft a notice, agenda to 

be circulated among participants and write the minutes of the 

meeting. 

9 L3 CO6 

 c) Write an email in reply to the following advertisement and enquire 

about contents, duration, mode of teaching, fees etc. for the course. 

 

9 L3 CO5 

 


