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1.
(a)
Explain how business communication is different from technical 



communication.











(7 Marks)

(b) Write short notes on:
(i) Internal and External Communication

(ii) Formal and Informal communication

(iii) Upward and Downward communication

(iv) Horizontal Communication




(10 Marks)


(c)
Explain the communication process with a block diagram

(8 Marks)
Or

2.
(a)
What is two way communication? What is the importance of feedback in 


communication






(8 Marks)
(b) What is noise in communication? How can you minimize the effect of noise.










(7 Marks)

(c)
What are the features of communication? What are the advantages of having 
good 
communication skills?




(10 Marks)











  P.T.O
3.
(a)
Explain how to design a good oral presentation. What are the factors to be 



taken care of during the delivery of the same?


(15 Marks)

(b)
Explain the different types of presentation.



(10 Marks)
Or

4.
(a)
List the major barriers against an effective communication. How can we 



 minimize the effects of barriers?




(8 Marks)

(b)
Explain the importance of body language in presentations.

(7 Marks)

(c)
Explain the different forms of oral communication.


(10 Marks)
5.
(a)
Explain about the structure and layout of a business report.













(12 Marks)

(b)
Write a technical report on the following topic.” Feasibility study on setting up 


an industry incubation cell in the college campus”.


(13 Marks)
6.
(a)
What are the functions of business letters. Explain the different formats in 



which a business letter can be written.



(10 Marks)
(b) Write short notes on
(i) Memos

(ii) Announcements





(8 Marks)
(c) Assume that you are the manager of a shop. Write a letter to a customer giving details of a new sales scheme that you are implementing in your shop.










(7 Marks)

7.
(a)
What are the skills required to become a good leader

(8 Marks)
(b) What is time management? What are the benefits of time management? What are the obstacles to effective time management?


(12 Marks)

(c)
Explain the term “ Event Management”



(5 Marks)
Or

8.
(a)
Describe the various components of a human resource system.
(10 Marks)

(b)
What are the functions of an HR manager.



(8 Marks)

(c)
Explain the need for interpersonal motivation


(7 Marks)









(4 X 25 = 100 Marks)
