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3OS101: Engtsh Language and Communication Skills

AXMTIME:3 HRS

Insttuctions:
1. Figutes to the right indicate full matks.

2. Each section should be wtitten in a separate answer book'

3. Be precise and to the point in yout answet.

MAXMMARKS:70

SECTION - I

Q.l Define ,communication' and discuss the flow of communication with examples'
OR

Q,1 How 7 C's effective communication helps a percon in improving his/het communication

skills ?

Q.2 Define ,Listening'and discuss the poor listening habits prevalent among listenets' (11)

OR

Q,2 What is ,Reading comprehension'? Discuss the techniques available fot effective teading

comPrehension.

04)

(r2)
Q.3 Do as ditected (AnY TWELVE).

(1) Shockingly the box is empty! The diamond -. (Insett ptopet form of'steal')

(z)rn.alr i -" t - - tootherzoobeforewecouldseeit . ( Insettpfopeffotmof. take,)
(3) H. -- to get his first break in a movie for months (Insett propet fotm of 'struggle')

(4) If vou -to her advice that day, you be so helpless now (Jse Conditional)

i5) Sneezing often _chain reaction and everyone is affected.(Insett proper forms of 'statt')

(6)Thousanclsofanirrals-ofstarvat ionlastfal l . ( Insettptoperfotmof.die ' )

(7)WorldWatsweleverycost ly.Theywerethemosthorr ib lebatt les!( Ident i f rwotdsinbold).

iaj fn. -i-.o1' - lts accounts - through the local auditot (Get*audit)

fg) f ,nit* U"- his head -' He is totally a cackpot (should' examine)

(10) Should you not take cate ofyout old patents?(Change the voice)

(11) )rou - vegetables when I arrived? (Insert propet fotm of 'to chop')

(12) They - n..,.r rg."" to tlrls proposai looking to its illogical nature. (would/could)

(3j We rushed to avoid scalding lava erupting from the mountain' (Identi$ undetlined words)

(14) Do you know him? (Change the voice)

SECTION_II

Q.4 Discuss why a ptofessional should have effective wdting skills'
OR

Q.4 Discuss the need and significance of business letters'

(12)

Q,5 Discuss the guideline
communication.

Q.5 Ptepate short notes for the following'
(1) Avoid needless tePetiuon

fot effective composition of paragtaph

OR

in fotmal wtitten (11)
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Q.6 Dtaft the following business letters.

(1) send out a letter of teply to the rctaileds inquiry for bulk puchase of Samsung Galaxy Ace
Mob.iles.

(2) Ptovide suitable adiustment of the retailet's complaint of shorage in the quantity of childten food
supplement.

END OF pApER-----------__________
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