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Communication s a medium of-
(a) Saving-iitening (b) Exchangc of messages
(¢) Expressing thought — (d) All of the above
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The essentials of cffective commumication are:

(a) Mcauninglul (b) Courtesy
: (¢) Compleleness ‘ (d) All of the above
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Stages of an inlervicw ar:
(a) O (b) 5 (c)4 (d) 3
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An cnterprise use the same information communicate to
Many pPersons:
(a) Enquiry fetter (b) Order letter
(¢) Refercnce letter (d) Circular
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Types ol business reports are:
(a) 5 (h) 4 (¢)3 (dy2 .
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Explain the obje ctives of communication.
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Explain the essential clements of oral communication,
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Write a short note on effective listening.
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Write a short note on sign-languagc.
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Bricfly cxplain the types of spceches.
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Explain thc importance of written business communication.
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Give a speciman of business letler.
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Describe in bricf the objectives and importance of report.
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Explain any five latest forms of communication.
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What is communication? Discuss its nature and importancc.
TS TN & ATTVAF aeal ht ATEH HIAC |
Explain the cssentials of effective communication.
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What is Written Communication? Explain its advantages and
disadvantages.
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What do you mcan by Verbal Communication? Explain various
types of verbal communication.
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Explain thc main barriers of communication and give
suggestion Lo remove them.
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Dcfine Interview. Explain its purpose and importance.
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What do you undcrstand by Written Business Communication?
Explain its advantages and disadvantagcs.
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What do you understand by Dunning Letter? What precautions
should be taken while writing such letters?
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Explain the qualitics of a good report,
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“Information and Information Technology are the new drivers
of this age.” Explain.
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