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Important instructions

1. This paper consists of 40 multiple choice questions (M.C.Q.). All questions are compulsory and carry 01

mark each. There is not negative marking.

bl iz'u i= esa 40 cgqfodYih; iz'u gSaA lHkh iz'u vfuok;Z gSa o izR;sd iz'u 01 vad dk gSA xyr mRrj ds

fy, vad ugha dkVs tk;saxsA

2. Each question has four alternative responses marked (A), (B), (C) and (D). You have to choose an

appropriate answer option and mark it on the OMR sheet.

izR;sd iz'u ds pkj mÙkj fodYi (A), (B), (C) ,oa (D) fn, x, gSaA vkidks mi;qDr mÙkj fodYi dk pquko

dj vks ,e vkj izi= ij vafdr djuk gSA

3. For marking answers on OMR sheet, follow the detailed instructions given on the OMR Sheet.

vks0,e0vkj0 izi= ij vius lgh mÙkj dks fpfUgr djus ds fy, izi= ij vafdr funsZ'kksa dk ikyu dhft,A

4. Use only Blue or Black ball point pen for marking on OMR.

vks0,e0vkj0 ij fpUg yxkus ds fy, dsoy uhyh ;k dkyh ckWy IokbUV iSu dk gh bLrseky dhft,A
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1. What is communication?

(A) One-way process

(B) Two-way process

(C) Both a and b

(D) None of the above

2. Different forms of communication :

(A) verbal

(B) non-verbal

(C) written

(D) All of the above

3. Verbal communication is the use of :

(A) face-to-face, telephone

(B) letter writing

(C) SMS

(D) None of the above

4. Technical Communication

(A) Provide information about the company

(B) Involves creating, designing and transmitting

technical information

(C) Capture visitor information or prompt an

action

(D) Display a variety of products

5. Encoding process involves

(A) translating an idea

(B) organization and sending

(C) translation of symbols encoded

(D) None of the above

1.

(A)

(B)

(C) (A)  (B)

(D)

2.

(A)

(B)

(C)

(D)

3.

(A)

(B)

(C)

(D)

4.

(A)

(B)

(C)

(D)

5.

(A)

(B)

(C)

(D)
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6.

(A)

(B)

(C)

(D)

7.

(A)

(B)

(C)

(D)

8.

(A)

(B)

(C)

(D)

9.

(A)

(B)

(C)

(D)

10.

(A)

(B)

(C)

(D)

11.

(A)

(B)

(C)

(D)

6. Communication flows?

(A) Upward or diagonal

(B) In-line

(C) through noise

(D) digitally

7. Kinesics is a :

(A) Verbal communication

(B) Static communication

(C) Non-verbal communication

(D) All of the above

8. Paralanguage is

(A) Walking modulation

(B) Hand modulation

(C) Voice modulation

(D) All of the above

9. Listening is :

(A) fetch voice modulation

(B) Receiving sounds through ears

(C) Analyzing talks

(D) All of the above

10. Active listening demands :

(A) Partial concentration

(B) Full concentration

(C) Cognitive skills

(D) discrimination of words spoken

11. Strategies to effective listening

(A) Desire to listen

(B) Put the speaker at ease

(C) Avoid distraction

(D) All of the above
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12.

(A)

(B)

(C)

(D)

13.

(A)

(B)

(C)

(D)

14.

(A)

(B)

(C)

(D)

15.

(A)

(B)

(C)

(D)

16.

(A)

(B)

(C)

(D)

12. Which is true regarding reading :

(A) Logical process of comprehending a text

using eyes

(B) Physical process of comprehending a text

using eyes

(C) Physical process of comprehending a text

using pen/pencil

(D) Physical process of comprehending a text

using computer

13. It is a method of reading a text rapidly in order

to get the basic overall idea :

(A) Previewing

(B) Skimming

(C) Scanning

(D) None of the above

14. Lexical meaning :

(A) sensory observations

(B) precise

(C) prediction

(D) None of the above

15. 'writing focuses on accepted facts'

(A) Narrative writing

(B) Descriptive writing

(C) Expository writing

(D) Better writing

16. An opinion-driven writing and follows the

subjective approach :

(A) Review writing

(B) Objective writing

(C) Creative writing

(D) Subjective writing
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17.

(A)

(B)

(C)

(D)

18.

(A)

(B)

(C)

(D)

19.

(A)

(B)

(C)

(D)

20.

(A)

(B)

(C)

(D)

21.

(A)

(B)

(C)

(D)

17. Latin word ''exagium'' which means 'presenting

a case' means :

(A) Paragraph

(B) Essay

(C) Diction

(D) All of these

18. Writing skills are such ______ abilities that

present the ideas and information in a nice written

______ for others to understand and feel

them :

(A) Object, grammar

(B) Expert, Format

(C) Expertise, Compound

(D) Imperative, Format

19. In ______ writing, machine is used :

(A) Descriptive

(B) Technical

(C) Imperative

(D) All of the above

20. ______ dominate technical writing and ______

dominates the literary writing :

(A) Intelligence, literature

(B) Enhanced skills, Diction

(C) Logic & Reasoning, Expertise

(D) Logic & Reasoning, Humanism

21. ______ is a plan or an idea, often a formal or

written one, which is suggested for people to

think about and decide upon :

(A) A proposal

(B) A paragraph

(C) A writing skill

(D) None of the above
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22. RFQ 

(A) Questions

(B) Quotes

(C) Quotation

(D) Questions

23.

(A)

(B)

(C)

(D)

24.

(A)

(B)

(C)

(D)

25.

(A)

(B)

(C)

(D)

26.

(A)

(B)

(C)

(D)

22. RFQ stands for :

(A) Raised Frequent Questions

(B) Reliable for Quotes

(C) Request for Quotation

(D) Request for Questions

23. Unsolicited Business Proposal is also called :

(A) Marketing brochure

(B) Business proposal

(C) Market promotion

(D) None of these

24. Steps to be taken while framing a proposal :

(A) Title – Abstract – Introduction – State of

problem – Plan – Solution – Costs –

Conclusion

(B) Introduction – State of problem – Plan –

Solution – Costs – Conclusion

(C) Title – State of problem – Plan – Solution

– Costs – Abstract – Introduction –

Conclusion

(D) Plan – Problem – Solution – Conclusion

25. ______ is written by the customers' side in order

to meet their need regarding product or

services.

(A) Requirement

(B) Planning

(C) Request for proposal

(D) Scope

26. Monitors and controls production, sales,

shipping, service, or related business process

is :

(A) Field Study Report

(B) Progress Report

(C) Financial Report

(D) Technical Report
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27.

(A)

(B)

(C) (A) (B)

(D)

28.

(A)

(B)

(C)

(D)

29.

(A)

(B)

(C)

(D)

30.

(A)

(B)

(C)

(D)

31.

(A)

(B)

(C)

(D)

27. Written for official purposes to authorities,

dignitaries, colleagues, seniors etch and not to

personal contact or family members are :

(A) Formal Letters

(B) In-formal Letters

(C) Both (A) & (B)

(D) None of these

28. The letter that communicates official

correspondence along with personal news is

called :

(A) Official Letters

(B) Logical Letters

(C) Demi-official Letters

(D) In-formal Letters

29. It can be defined as a Latin word meaning is

''Course of Life'' :

(A) Curriculum Vitae (CV)

(B) Business Letter

(C) Resume

(D) Demi-Official Letter

30. ______ invented the first telephone in the year

______ In Boston.

(A) Alexander Graham Bell, 1856

(B) Alexander Graham Bell, 1876

(C) Alexander Graham Bell, 1866

(D) Alexander Graham Bell, 1886

31. Personal e-mails that are sent from one person

to another, with content that is designed to do a

specific thing is :

(A) In-direct e-mails

(B) Direct e-mails

(C) Broadcasting e-mails

(D) Sequence e-mails
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32. 'CC'

(A) To

(B) To BCC

(C)

(D)

33.

(A)

(B)

(C)

(D)

34.

(A)

(B)

(C)

(D)

35.

(A)

(B)

(C)

(D)

32. While composing e-mail 'CC' is :

(A) the same message will be received by the

recipients along with the recipients

mentioned in the To box of the mail

(B) the recipients are invisible to the other

recipients mentioned in To or BCC

(C) the only message will be received by the

recipients

(D) All of them

33. An e-mail attachment is a computer file sent

along with an e-mail message.

(A) True

(B) False

(C) May be

(D) May not be

34. ______ is listening with sympathy, showing

involvement and attempting to show

understanding, compassion and support.

(A) Sympathetic listening

(B) Empathetic Listening

(C) Appreciative Listening

(D) Critical Listening

35. It refers to the study of time and its role in

communication is :

(A) Artifactual

(B) Chronemics

(C) Silence

(D) Proxemics
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36. It is the unspoken element, of communication

that we use to reveal our true feelings and

emotions :

(A) Medium

(B) Noise

(C) Body Language

(D) Eyes Language

37. A message generated by the receiver in response

to the sender's original message is known as :

(A) Message

(B) Decoded message

(C) Feedback

(D) None of these

38. The sound of our voice, including the tone, range,

volume, and speed affects how our messages

are received and interpreted by others is :

(A) Auditory Level of Communication

(B) Emotional Level of Communication

(C) Energetic Level of Communication

(D) All of these

39. Some people have stage fear, speech disorders,

phobia, and depression. What kind of barriers

are they :

(A) Psychological Barriers

(B) Emotional Barriers

(C) Physical Barriers to Communication

(D) Cultural Barriers

40. ______communication is a branch of

communication that deals with the way people and

animals communicate through the sense of touch :

(A) Gestures

(B) Postures

(C) Eye-contact

(D) Haptic

36.

(A)

(B)

(C)

(D)

37.

(A)

(B)

(C)

(D)

38.

(A)

(B)

(C)

(D)

39.

(A)

(B)

(C)

(D)

40.

(A)

(B)

(C)

(D)
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