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Instructions: (1) This Question paper has frvo sections. Attempt each section in separate 4nswer book.
(2) Figures on right indicare marks.
(3) Be precise and to the point in answering the descdptive questions.

SECTION: I

Q'l Define'Cornmunication'and discuss its process with diagram and televant exarnples. @)
oR 

hnguage with examp (12)What is language? Discu$s the salient characteristics of language with examples.

Q.2 What is 'Readingt comptehension? Discuss the vadous techniques for effective reading @)
comprehension.

OR
Ptepare shon-notes on the following (12)

1. Modes of Listening
2. Types of listening according tc purpose
3. Causes of poor listening

Q.3 (A) How will you plan your ptesentation to rnake it effective? (06)
(05)(B) Discuss the various stages of interview process.

SECTION: II

Q.4 What is business writing? V&at are its need, functions and significance in the corporate business (12)
wotlci?

OR
(A) Ptepare the draft of reply to inquiry made by the Purchase Manager of Amtek Engineering (06)

Chhatml who wants to buy spit air-conditionem irl bulk.
(B) Offer suitable adjustment to the orilner of Kajal Ceramics against their conrplaint of eror in (06)

the bill of various purchases made by them.

Q.5 (A) Ar a Secretary of Anoop Polymers, Bharuch, ptepare the drafts of Notice and.Agenda of the (08)
2'd Meeting of Boatd of Directors. Ptepare the minutes of the same rneeting too.

(B) Display advertisement for promoting sale of Bteeze Fans (04)

As a Chairman of the three rnember 
"3foi,r.., 

pteprce a Committee Report with W)
recommendations fcrr submjssion to the Executive Commiftee of Avadhhoot Cements Pvt. Ltd.,

Palanput for proposed takeover of Baroda based Nihar Cements Pvt. Ltd.

Q.6 Ahmedabad based Saumya Software Solutions Pvt. Ltd. wants to recruit competent marketing (11)

managers for its software product. As Niibhay Patel, apply to HR Department of the company

rvith resume for careful consideration of your candidature'
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