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1) All questions are COMPULSORY.
2) Figures to the right indicate FULL marks.

Q.1 Answer any TWO of the following: (12)

a) What is ‘communication’? Explain its nature.
b) Explain importance of communication.
¢) What are the principle of effective communication?

Q.2 Answer any TWO of the following: (12)

a) On behalf of H. Technology draft a letter to an employee informing that due to
closure of department his services are not required.

b) Shakti Industries, Pune has short listed few candidates for the post of ‘Office
Assistant’. On behalf of company draft suitable interview call letter.

¢) What are the contents of job application letter?

Q3 Answer any TWO of the following: (12)

a) State importance of soft skills.
b) What are the principles of listening?
¢) What are the elements of good speaking?

Q4 Answer any THREE of the following: (12)

a) Explain nature of downward communication.
b) What are limitations of oral communication?
¢) Discuss role of website in development of business.
d) Discuss nature of non-verbal communication.
e) What are the advantages of written communication?

Q.5 Write short notes on any FOUR of the following: (12)
a) Appointment letter
b) Interview skills
¢) Importance of listening
d) Elements of soft skills
e) Upward communication

f) Scope of communication
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