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Instructions: t) All Questions a.e compulso.).
2) rigrres to rjghr lndi.ate marks.

Q.1 Attempt the following questions.

a) Read the follo{ing statements and identil} vhether thcy

a.e True or [alse. Correct the lalse staaements and rewrite
them.(Any 5)

1.'lhe use ofvisualaids for presenling facls and figures

dccreases eilectiveness ol the presentation.

2. Adjustfient letLer is a repiy to lhe compleint made by the

custolner,
:. Deb"le anJ Cro l) D''cr,t'.'or. orr stne .c. r't.e'.
4. Agenda is the list ofresolutions ollhe meeiiog.
5. Minutes are wrifien aiter dle meeling by the secretary.

6. There are 7C's ofletter \,vriting.

AnsNer the follo\ving questions in short (An) 5)

1. Explain the temr Yerbal Conmlunicallon-
2. what is tlie imporiance olResume Writing?

-1. Explain the types ofcovel lett.r io shoF'7

4. \Vhat is S$/OT analysis?

5. \\ihat is the impofierlce ofJob lnlcr\iew?
6. Explain importauce ofCoal Setting?

.Ansrrer thc folloting question. in detail.

Explain the types ofBusiiess lefler in detail.
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Q.2

a)

a) Place an order to the Best Wholesale Stationary lvla( Dadar'

Mumbai fbr differenl items of ! Lrtionar) ilor , our coilegc s

Consumer S1ore. lnagine necessary deraiLs.
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b) Assume thar you are the secrerary oflaxmi Sales Pri\ate Ltd. 10 4 CO2
1215 MIDC, Pune .Wdte a Dotice and agenda ofthe meeting of
the Board ofDirecton rcgardirlg ilcrease in production.
imagine necessary details

OR

b) As a sludent counselor ofyour institute present a rcport to the l0 4 CO2

Paincipal aboot rhe rising carelessness ofstuden{s tolvards
academics. Wriie in appropriate format ofthe repon.

Q.3 Answer the follo\viDg qlrestions in detail.
a) Explaill the techniques ofeflecliye presenlation. 10 3 CO3

OR
a) Explain lhe te.rD Ptblic Speaking aod slate the teclDiques to l0 I CO3

handle stage fear.

b) Explain the teIm SWOT anaiysis 1\ith JohariWindow and 10 3 CO4

apply it to write your orn SwOT anaiysis.

OR

b) Explain ihe term Interpersonal Communicalion wilh its types. 10 i CO:l

Q.4 Ans\yer the following questions in detail.

a) Staie the tecbniques olresunre $,riting and also *rite a note on 10 4 CO5

the types ofresume.
b) VADJAL -I'elecom Services need for lheir call Centie 10 4 CO5

graduales with good conrmunication skills in Engiish having 1-

3 yeals ofexperience in service indusirl. wrile ajob
applicalion. ( Cover letler)

c) Draft a rcsume lo be sent as ar enclosue lor the post of 10 4 CO5

Marketing Execulive. Refer the lollowing advertisemert and
imagine necessary details.
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A rencw,red outioff adyerlising conpaly "Balalce Ad ' requires
the s8rvic?s of €nthu$jas a and pas$torate prtfessicnai iol
trllorling position:

Qrulilication: i8A ar-$- EA
ErFedeEce: 1-2 yl?Eexpsrience ln 0uldoor Adverlising /
Prinlin! Sctup

Q.5 Anslver the followiDg questions in detail.

a) Write the suitable allswers to the following questions generally 10 3 CO6
asked duing ideryiew,
A) Iutrcduce yousell
B) WIly are you applying for this position?

C) What is ),our grcltcst strergthl
D) What is your greatest leakness?
E) What is )'our greatest achievemeni?

b) Illustrate the process ofJob inlerview in Pre- ln, Post intervien, 10 : CO6
stages with suitable example.

c) Write a detailed note on the manoets and etiquetres ofjob 10 3 CO6
intervigq, with the suitable examples.
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