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Value Added Course

[Communication Skills and Personality

Development]

Time : 2 Hours ] [ Maximum Marks : 100

Note : This paper is of hundred (100) marks divided into

two (2) Sections 'A' and 'B'. Attempt the questions

contained in these sections according to the detailed

instructions given therein. Candidates should limit their

answers to the questions on the given answer sheet.

No additional (B) answer sheet will be issued.

;g iz'u i= lkS ¼100½ vadksa dk gS tks nks ¼2½ [k.Mksa ¼d½ rFkk

¼[k½ esa foHkkftr gSA izR;sd [k.M esa fn, x, foLr`r funsZ'kksa

ds vuqlkj gh iz'uksa dks gy djuk gSA ijh{kkFkhZ vius iz'uksa ds

mÙkj nh xbZ mÙkj&iqfLrdk rd gh lhfer j[ksaA dksbZ vfrfjDr

¼ch½ mÙkj iqfLrdk tkjh ugha dh tk;sxhA
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SECTION—A

(Long Answer Type Questions)

Note : Section 'A' contains five (5) long answer type questions

of Twenty Six (26) marks each. Learners are required to

answer any two (2) questions only. 2 × 26 = 52

[k.M ¼d½ esa ik¡p ¼5½ nh?kZ mRrjksa okys iz'u fn;s x;s gSa]

izR;sd iz'u ds fy, NCchl ¼26½ vad fu/kkZfjr gSaA f'k{kkfFkZ;ksa

dks buesa ls dsoy nks ¼2½ iz'uksa ds mRrj nsus gSaA

1. What are some email etiquette best practices? What are

the potential security risks associated with telephone and

email communication?

bZ&esy f'k"Vkpkj dh dqN cSLV izfDVlsl D;k gSa\ VsyhQksu vkSj

bZ&esy lapkj ls tqM+s laHkkfor lqj{kk tksf[ke D;k gSa\

2. Discuss the role of technology in communication. How has

it changed the way we communicate with each other?

lapkj esa izkS|ksfxdh dh Hkwfedk ij ppkZ djsaA blus gekjs

,d&nwljs ds lkFk laokn djus ds rjhds dks dSls cny fn;k gS\

3. What is communication? Define the key elements involved

in the communication process.
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lapkj D;k gS\ lapkj izfØ;k esa 'kkfey izeq[k rRoksa dks ifjHkkf"kr

djsaA

4. How can leaders use communication skills to inspire their

team members?

yhMj viuh Vhe ds lnL;ksa dks izsfjr djus ds fy, lapkj

dkS'ky dk mi;ksx dSls dj ldrs gSa\

5. How does the format and style of a report differ depending

on its purpose and audience?

fdlh fjiksVZ dk izk:i vkSj 'kSyh mlds mn~ns'; vkSj n'kZdksa ds

vk/kkj ij dSls fHkUu gksrs gSa\

SECTION—B

(Short Answer Type Questions)

Note : Section 'B' contains eight (8) short answer type questions

of Twelve (12) marks each. Learners are required to

answer any four (4) questions only. 4 × 12 = 48

[k.M ¼[k½ esa vkB ¼8½ y?kq mRrjksa okys iz'u fn;s x;s gSa]

izR;sd iz'u ds fy, ckjg ¼12½ vad fu/kkZfjr gSaA f'k{kkfFkZ;ksa

dks buesa ls dsoy pkj ¼4½ iz'uksa ds mRrj nsus gSaA
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1. What are some strategies to manage interview anxiety and

present yourself confidently?

lk{kkRdkj dh fpark dks izcaf/kr djus vkSj [kqn dks vkRefo'okl

ls izLrqr djus ds fy, dqN j.kuhfr;k¡ D;k gSa\

2. Why is active listening crucial for effective leadership

communication?

izHkkoh usr`Ro lapkj ds fy, lfØ; Jo.k D;ksa egRoiw.kZ gS\

3. What is non-verbal communication? How does it differ from

verbal communication?

xSj&ekSf[kd lapkj D;k gS\ ;g ekSf[kd lapkj ls fdl izdkj

fHkUu gS\

4. What are the key components of a well-written letter?

Explain.

,d vPNh rjg ls fy[ks x, i= ds izeq[k ?kVd D;k gSa\ O;k[;k

djsaA

5. What are some tips for active listening and responding

thoughtfully to the interviewer's questions?

lk{kkRdkjdrkZ ds iz'uksa dks lfØ; :i ls lquus vkSj lksp&le>dj

mÙkj nsus ds fy, dqN lq>ko D;k gSa\

6. What are the dif ferent channels of non-verbal

communication? Explain in detail.
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xSj&ekSf[kd lapkj ds fofHkUu ek/;e D;k gSa\ foLrkj ls ppkZ

djsaA

7. How can we become better listeners? What are the active

listening techniques?

ge csgrj Jksrk dSls cu ldrs gSa\ lfØ; Jo.k rduhdsa D;k

gSa\

8. How to maintain confidentiality when dealing with sensitive

information in a report?

fdlh fjiksVZ esa laosnu'khy tkudkjh ls fuiVrs le; xksiuh;rk

dSls cuk, j[ksa\

*************
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