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2) Figures to.ight indicae marks.

Q. I Atempt rhe fololrirg q uestiotrs.

a) Rend rhe following srai€metrr! and idenrify Nhcther thet are ,I.rne orFalse. Cor.ect flre fBlseslatements rnd r€rvrit€ ihem.(Anv 5)

1. Use.blind copies \r.hen you wanl ro prolecr th€ priyacy of the
recipienrs of large ftailings.

2. Qriotadon leller includes ajl lhe cssenrjal lems 3n.l con.litions
.egarding rhe blsiness.

3. Ernail to supervisors alld co eagues don.t need careful wriling andproofread;ng.
4. I,m.cri\c pL,olic peakj rq in\o \* uroe, ranoing !ur aJd en.c -ro(roo(rnE Jpfrop.r1le etenr(11, or elgJg.ig lhe aLai<n,e n \our

-Tecc ,

i. Notice olthe meeling u,ith agenda is nor previouslr- provid€d 10 the
members.

6. ( orrec 1e.c \ no"r the qua.:1.. ,fcorn n.rr:-rtro1. tr.olccr mc. .aol
rs nut hdzardous for ihe h,^,ne\(

b) Aisyerthe foflosiqg questions in shonlaoy s)

l. Wh) LoJ.,cnirg r'rpor,d,l in p ,le*;ona flndpcr.o..t t; ..,. \v\nl Jre lhe d.,.lere, . R p... o. Re.J1r.
3_ Expl6in lie reasons olrvriring cover leiter.

4. WhJ 5$ O I dna,\.rs -e. hr iq e rs ,rnpjerer...d .r) 
b r,.ne ..

organrzanonr,
5. What areihe chamciedslics ofJob InteNiew?
6. lvhar ir the irnpoi:tnce .fTime naragem€nr?

Q.2 q.nsser rbe folowing qur\lion. in d(tait..) Demors.rd,e rtt lhe se!an C.. ot r".n"1rn:. al.on
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a) Illustrare ihe fomarof ihe \!ith ihc suitable examptes.



b)

b)

As a !roduction manager ofthe eleclricalgoods Nanufacturing
compen). !!d1e a rcpo{ to the C€neralnranager oflhe rea\ons of
sudden decrease in produciion, also suggesr remedics. Us. appropriale
lype ofreport.

OR
Assume that rou are rhe sec.elary ofParimal Stcel Corporation I-td.
Kolkala .Write a noiice and agenda ofthe Annual Generai Meeling of
the Board ofDirecrors. Also se.d them Nlinutes ofthe meetinll
Ansrrcr lhe follo*ing questions (any t*o)
Whal are lhe impo(ant techniques of eif..th,e presentatlon?

OR
lllusllate wilh su;table example which qualities ofthe candidale are
asscssed in Croup Discussion.

Explain lhe ternr Croup Dlnamics in lems ofils characte.isrics, stages
and l-apes.

OR
Wrhe a delailed note on inleryenonal Communicatlon wirh hs !)pes

Referihe above adleI1isement and appl) lor the posr ofPnrchase
Ol'ficer. Imagine liat you are hafing necessarr- qualification and
experience. Wrire )ou. resume in appropriate lormat wirh alllhe

Demonshatethe imponance of.oyer lerier, $irh jts rlpes and format.

Assume that you are BBA gLaduate and wish to apply for the post of
Asst. Manager in Gadade Furnitures, Sangli, $rite coler letter with atl
dre necessary deiails.
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An$r'er rhe follo*ing questions (anv nyo)

A leading engrneerl.4 company .equnes t,ie seryices of.lhe Jolowrng
1 . .qccou NTs aqglslal.rT: -
B.C.hwith minimqn 1 year e<ieienre oivolchec, daL entry aad pe|
eh book is ma.{rat.ry.
2. PURCHA_S-E OEFTCER:-
minimum 3 laae e,p.riea.e in pur.hasin! .i jit6 engineerirg ileds,
iools, @.sudables, hadwars and misell.nsrs items fq an enginee.rng
@mpa.y $!nd &rowledge of mart<el, $lrnng a ngollabion is m36datory

Good renunerarioa 3nd benefils will be provided.
Apply ,n conlideDce Email: ca'.e6.bet@smair.com o'

Bo, No. 844 c/o Jane Karachi.



Q.5 Ansrver thr follo$ing questions (any 11!o)

a) lllustrate the plocess ofJob interview in Pre- In, post inieryiew stages l0 4 CO6

'vith 
suilable example.

b) Wrire a detailed note on the maonersand etiquefies ofjob inteNielv t0 3 CO6
with the suitable examples.

c) Write tlre suitable answeN to rhe tollowing questions generally askcd l0 4 CO6
during interview.
A) Tell me about yoursell

B) Wlry should we hi.e you?

C) What is your grearesr strengrh?

D) What is your gre3test weakness?
E) Why do you wanfihisjob?
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