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The questiohs are of equal value

What is report writing? Discuss the
characteristics of a good report.

Or

What are active and passive listening?
Examine the factors that help in effective
listening.

Discuss the indicators and strategies for
assertive behaviour.

Or

Explain the basic steps to be followed when
preparing for a presentation.
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3. (a) Discuss the important strategies for effective
group discussion.

Or
() Mention the different types of business

letters and briefly discuss its functions.

4. (a) As the Manager of your Company, write a

letter to the Director of the Department of

Sales and Communications, requesting the

- delivery of computers and other necessary
components at the earliest.

Or

-(b) Draft a detailed resume for the position of
Assistant Bank Manager.

5. Write an essay on any one of the following topics :
(@ Causes and effects of bullying

() Role of social media in modern society
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The figures in the margin indicate full marks for the questions

A. Answer any five of the following questions : 3x5=15

1. List four assertive rights.
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2. What is a Memorandum?
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3. What is an essay?
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4. List four types of positive gestures,
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5. Define ‘Resume’.
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B. Fill in the blanks as directed in brackets :

1x10=10

Li II'S siscsomniiiinnenmmmomnesen sruwsmmse time you told him the

truth. (over/about)

( Choose the correct answer )

2. Sita has lived in this village ................

1970. (from/since)

----------

( Choose the correct answer )

< R [ (———————— . (from/at)

( Choose the correct answer )

4. He built .....cccovvniniiniiininnen. yard for his dogs.

(a/an)

( Insert suitable articles )

8. Al BE ..coeimsimimmmersvomapsesneass not there, I spoke

to his brother.

( Insert suitable verb )
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6. BIrdS ..ooviviiieiiieniienenersusieneiss wings. (has /have)

( Insert the right verb )

7. AJaYy @S POOT  ..ccovenesssrssernassossnnossssnees honest.

(and/but)

( Choose the correct conjunction )

8. She likes apples, ....cocoovinimniiiiiine he
prefers oranges.

( Insert suitable conjunction )

9. She ran ...... R the forest.

( Insert suitable preposition )

10. They wore a sweater.

( Change the voice )
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